
Criminal Record Checks (CRCs) - Parent Helpers 

 In November 2013 the Ministry of Justice changed the process for Criminal Record 
Checks to an online system and also made the service free for volunteers of 
organizations working with children.  Every parent who is to be a helper in the 
classroom is required to submit to a Criminal Record Check.  The reviews are valid for 
five (5) years from the date of issue.  A copy of the results are to be kept with the 
files maintained for each family by the Early Childhood Educator. 

Here is the process for completing the Criminal Record Checks. 

1. Once a family is enrolled in the preschool with the Enrolment Chair, i.e. 
submitted their registration form and necessary fees, the person or persons 
who are going to be helper parents in the classroom are  to be directed to 
complete a Criminal Record Check online. 

2. Provide them with the following link and access code (Note:  this Access Code is 
only valid for Criminal Record Checks submitted by Volunteers, any paid staff 
are to be given the Access Code valid for employees where we will be charged 
to use the service): 

Online Link: http://justice.gov.bc.ca/eCRC/ 
Access Code: BENTUA226A 

3. The parent helper will complete the application on their own online.  The 
application needs to be completed on a computer that is connected to a 
printer.  It will start by asking them information about themselves to verify 
their identity such as name, former names (i.e. maiden names), addresses, etc.  
From here one of two outcomes are possible.   

a. If the system has enough information it will then take them to a second 
page to complete the process online.  The second page asks questions 
that only the person completing the application will know to verify their 
identity such as what are the last four digits of your SIN number,  a new 
line of credit was opened in your name who was it with, etc.  Once the 
questions are answered correctly and the system has verified the 
identity of the submitter, the process is complete and we will just wait 
for the results to arrive, there is nothing to be printed.  The submitter 
will need to notify the Enrolment Chair that they completed the online 
process and the Enrolment Chair should then notify the Vice President #1 
that a check has been sent in so they can start checking their email for 
the results. 



b. b.  If the system does not have enough information completed on the 
first page to verify the identity it will notify the submitter and tell them 
to print out the information entered so far.  They will then take the 
printed pages to the Enrolment Chair to complete the rest of the 
application, which is ID verification.  The Enrolment Chair must verify 
the identity of the person using two (2) pieces of ID and then sign the 
form that they did in fact verify the identity.  The Enrolment Chair will 
then need to submit the printed pages to the Criminal Records Review 
Program by Fax at 250-356-1889.  The hard copy application should be 
given to the ECE to keep with the family files and the VP#1 should be 
notified that a CRC submission was sent in so they can start checking 
their email for the results.  Note:  in order for the Criminal Record 
Check to be done free of charge it must be printed off from the online 
application and submitted.    Filling out just a paper copy without first 
entering information online will result in a charge of $28.00 for the 
submission.   

4. The results of the Criminal Record Checks are emailed directly to the preschool 
within three (3) to five (5) business days of submission.  They are emailed to 
the Vice President #1's email address, personnel@saltspringcooppreschool.com.  
Due to the sensitive nature of the CRC's the Vice President #1 should be the 
only one checking for the results.  Once the results arrive the VP#1 will print 
the results letter out and let the parent, Enrolment Chair and ECE know and 
will move forward accordingly.  A copy of the results letter will be kept with 
the family files by the ECE.   

The contact information for the Criminal Records Review Program is: 

 Ministry of Justice 
 PO Box 9217 
 Stn Prov Gov't  
 Victoria, BC 
 V8W 9J1 
 Phone:  1-855-587-0185  
 Fax: 1-250-356-1889 
 www.pssg.gov.bc.ca/criminal-records-review/index.htm 

The CRC ID # for Volunteer Criminal Record Checks is:  1421078 

The contacts for the Criminal Records Review Program are currently listed as the 
Treasurer and the Vice President #1.    


