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 Purpose  
The Organization understands that screening coaches is a vital part of providing a safe sporting 
environment. The Organization is responsible, by law, to do everything reasonable to provide a safe 
and secure environment for participants in its programs, activities, and events. The purpose of 

screening is to identify individuals involved with the Organization’s activities who may pose a risk to the Organization and 
its participants.  

 

Background screening is one of the three steps in the Responsible Coaching Movement. Background 
screening ensures that coaches meet the important requirements to coach athletes/participants. Screening 
tools at Woodstock FC will include: 

• Visible policy and process 

• Application form 
• Police record check -vulnerable sector 

  
Application of this Policy  
Using the Responsible Coaching Movement Background Screening Matrix as a guideline, the Organization has determined 
the majority of individuals present as Volunteer Coaches, Assistant Coaches and Directors and will be subject to screening 
Category 2. 
  
Category 2 – Medium Risk – Coaches involved in medium risk assignments who may be in a supervisory role, may direct 
others, and/or who may have limited or “in a group only” access to Vulnerable Persons. Examples:  

a. Volunteer coaches and/or assistant coaches  
b. Convenors 
c. Board of Directors members 

   
Any coach who is charged with and/or subsequently convicted of a relevant criminal offence, must immediately report 
this circumstance to the Organization who will take such steps as are appropriate, including re-assignment, 
suspension, dismissal or expulsion, on a provisional basis and/or pending the conclusion of the investigation or criminal 
process.  

  
If a coach provides falsified or misleading information, the coach will immediately be removed from their position and 
may be subject to further discipline in accordance with the Organization’s policies.  
  
Screening Committee   
The implementation of this policy is the responsibility of the Screening Committee which is a committee composed of 
either one (1) or three (3) members. The Organization will ensure that the members appointed to the Screening 
Committees possess the requisite skills, knowledge and abilities to accurately screen documents and render decisions 
under this Policy (example: legal background).   

  
The Screening Committee is responsible for reviewing all documents submitted and based on the review, making decisions 
regarding the appropriateness of individuals filling positions within the Organization. In carrying out its duties, the 
Screening Committee may consult with independent experts including lawyers, police, risk management consultants, 
volunteer screening specialists, or any other person.  
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Nothing in this Policy restricts or limits the Screening Committee from requesting the individual’s authorization to contact 
any professional, sporting or other organization in order to assess the individual’s suitability for the position that they are 
seeking.  

   
A Participant whose screening application has been denied or revoked may not re-apply to participate in the programs or 
activities of the Organization for two (2) years from the date the rejected application was made.   
  
How to Obtain Police record check 
 
Applications can be made online for residents of the City of Woodstock at the link below: 
https://www.woodstockpolice.ca/en/services-reporting/record-checks.aspx 
 
For residents of Oxford County under the OPP jurisdiction, the following link is to be used: 
https://www.opp.ca/index.php?id=147&lng=en 
 
For both of the above, a letter of confirmation is required from the organization and must be provided to applicants prior 
to submitting an online application. Fees are required and are re-imbursed to the applicant when a receipt is submitted. 

 
 

Procedure  
Screening documents must be submitted to the Screening Committee.  

  
An individual who refuses or fails to provide the necessary screening documents will be ineligible to volunteer or apply for 
the position sought. The individual will be informed that their application and/or position will not proceed until such time 
as the screening documents are submitted.   

 
The Organization recognizes that different information will be available depending on the type of screening document 
that the individual has submitted. For example, details of a specific offense may be returned with specific information or 
simply a notification indicating ‘cleared’ or ‘not cleared’. The Screening Committee will use its expertise and discretion 
when making decisions based on the screening documents that have been submitted.  

  
Following the review of the screening documents, the Screening Committee will decide:  

a. The individual has passed screening and may participate in the desired position;  
b. The individual has passed screening and may participate in the desired position with conditions;  
c. The individual has not passed screening and may not participate in the desired position; or  
d. More information is required from the individual.  

 In making its decision, the Screening Committee will consider the type of offense, date of offense, and relevance of the 
offense to the position sought.  

  
The Screening Committee may decide that an individual has not passed screening if the screening documentation reveals 
any of the following:  

a. If imposed in the last three years:   
i.Any offense involving the use of a motor vehicle, including but not limited to impaired driving  

ii.Any offense of assault, physical or psychological violence  
iii.Any offense involving trafficking or possession of illegal drugs  
iv.Any offense involving conduct against public morals  
v.Any offense involving theft or fraud  

b. If imposed at any time:   
i. Any offense involving a Minor or Minors  

ii. Any offense involving the possession, distribution, or sale of any child-related pornography  
iii. Any sexual offense  

  
 

Records  

https://www.woodstockpolice.ca/en/services-reporting/record-checks.aspx
https://www.opp.ca/index.php?id=147&lng=en


3  

All records will be maintained in a confidential manner and will not be disclosed to others, except as required by law, or 
for use in legal or disciplinary proceedings, or is in the best interest of the public.   

  
All records will be maintained for a period of 10 years. Once the retention period has been reached, the Organization will 
securely dispose of records in accordance with applicable laws and policies.  

  
Note:   
It is recommended that records be maintained in a confidential manner over a period of time in the event there is some 
claim in the future against the organization. Keeping the records will help the organization demonstrate that due 
diligence was performed, that a criminal check was performed, and the results of the check. There are “best practices” 
suggesting a 10-year retention policy 
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