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Screening  

AO Policy on Screening  

 

Screening is an ongoing process designed to identify any person, whether paid or unpaid, volunteer 
or staff, who may harm children, youth or other vulnerable persons.  

The AO Policy on Screening includes the following:  

That beginning January 1, 2004, all coaches, officials, directors and staff of Athletics Ontario 
(formerly the Ontario Track and Field Association (OTFA)) be screened in an effort to minimize the 
potential for abuse or injury.  

In order to register as a member in good standing with AO, the Association office must be in 
possession of a valid Police Record Check (or for officials, an Offence Declaration Form) for each 
non-athlete membership candidate. Once a Police Record Check has been filed with AO, an Offence 
Declaration form must be filed with the AO office every subsequent year. Said Offence Declaration 
form will be part of the yearly membership form. If a volunteer leaves the Association for a period of 
more than a year, then returns, a new Police Record Check needs to be completed and filed.  

The intent of utilizing the Screening Process is to increase communication and reduce uncertainty 
through the clarification of duties, expectations and responsibilities of all constituent groups.  

While screening is often thought of strictly as a background investigation such as reference checks or 
police checks, this is only a small part of the process. For OTFA purposes, screening shall include 
the 10 Safe Steps as outlined by Volunteer Canada. In order to register as a member club with AO, 
all AO clubs must observe the Screening Program outlined below.  

 

Athletics Ontario supports screening at all 
levels, especially for those who are involved 

with participants who are vulnerable because 
of age, disability etc. AO offers assistance to 

member clubs by providing sample forms and 
processes, which are designed to make it 

easier for Clubs to introduce and implement 
screening.  
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The Safe Steps Program  
The Athletics Ontario Screening Program provides an easy-to-use method for clubs and other groups 
affiliated with Athletics to ensure that the people they serve are safe. The Safe Steps of the Screening 
Program should be applied specifically to positions within your organization or club. The 10 Safe 
Steps are:  

1. Determine the risk Page 6  

2. Write a clear position description Page 6  

3. Establish a formal recruitment process Page 6  

4. Use an application form Page 6  

5. Conduct interviews Page 7  

6. Follow up on references Page 7  

7. Request a Police Records Check Page 7  

8. Conduct orientation and training sessions Page 8  

9. Supervise and evaluate Page 8  

10. Follow up with program participants Page 8  
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Screening Terminology  
Duty of Care The concept of duty of care identifies the relationship that exists between two persons 
(e.g. two individuals, an individual and an organization) and establishes the obligations that one owes 
the other, in particular the obligation to exercise reasonable care with respect to the interests of the 
other, including protection from harm. The duty of care arises from the common law, as well as 
municipal, provincial, federal and international statutes.  

Liability Liability refers to the duties, obligations or responsibilities imposed on a person by common 
law or by statute. As it is commonly used, we speak of a person or organization being held legally 
liable for something, i.e., through a legal action, the individual or organization has been found legally 
responsible for an action or inaction in a particular set of circumstances and is required to pay 
damages to someone harmed as a result.  

Occupiers' Liability: requires that the person (an individual, an organization) in possession of 
premises owes a duty of care to those who come on the premises and must take reasonable care to 
protect them from harm that might come through their programs, on their premises or at the hands of 
a third party on the premises.  

Direct Liability: deals specifically with the issue of fault.  

Vicarious Liability: is the liability an organization takes on for the actions of those who function on 
its behalf.  

Police Records Check The process of securing information from the police about individuals, as well 
as to describe the form or report in which information is provided. It may include a check of national 
or local and regional police records. At the end of the process, a report is issued. The report may 
simply identify whether or not someone has a criminal record, or it may provide details of actual 
offences. Just as the process varies among police agencies, so too do the report forms.  

Position of Trust A position of trust identifies a setting in which someone is placed in a position of 
authority over another person in an ongoing relationship. A position of trust implies that someone has 
some degree of power over another, that the relationship is unequal. Individuals in positions of trust 
may be family members, friends, caregivers, volunteers, or employees.  

The question of whether a position of trust exists depends on the relationship and on the degree of 
authority, reliance and dependence in it, and not on the question of payment or salary. People may 
also assume positions of trust with respect to finances, rather than individuals.  
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Standard of Care The standard of care refers to the degree or level of service, attention, care, and 
protection that one person owes another according to the law, usually the law of negligence. The 
required standard varies according to the circumstances of each situation, and determining the 
appropriate standard is often not a simple matter.  

Volunteer A volunteer is an individual:  

• Who chooses to undertake a service or activity; someone who is not coerced or compelled to do 
this activity  

• Who does this activity in service to an individual or an organization, or to assist the community-
at-large  

• Who does not receive a salary or wage for this service or activity.  

 

Vulnerable Person This term is used to denote individuals who have difficulty protecting themselves 
and are therefore at greater risk of harm. People may be vulnerable because of age, disability or 
handicap, or circumstances. Vulnerability may be a temporary or a permanent condition.  

This is purposely a broad definition, one that can include children, youth, senior citizens, people with 
physical, developmental, social, emotional, or other disabilities, as well as people who are victims of 
crime or harm.  

Vulnerable person will also include people who have been victims or crime or accident, or are 
otherwise left with little defense against those who would harm them.  
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The AO Screening Program  
Step 1 - Determining the Risk. Risk Management involves looking at the possibilities of loss or 
injury that might arise in programs, activities and services and taking steps to stop, minimize, 
prevent or eliminate them. It involves asking the question: “what could go wrong here and how do 
we avoid it?” Seeking to protect participants, volunteers, staff and the community through 
screening measures is an exercise in risk management. To manage any risk, the following options 
are available:  

• Eliminate the risk  

• Modify the activity  

• Transfer liability  

• Assume the risk  

• Assume and minimize the risk  

 

AO recognizes that there is risk inherent in our sport. Clubs and other AO affiliated organizations 
should also recognize those risks and do whatever is possible to protect themselves and their 
members.  

Most of us have done a reasonable job in eliminating or minimizing the physical risks associated 
with the sport, and there are many risk management measures in place. But we need to take this 
process one step further to eliminated or reduce risks not previously addressed.  

Step 2 - Job/Position Descriptions. Every AO registered Club or Associated Body 
should write clear and concise job descriptions for it’s Board of Directors, volunteers, coaches, 
administrators and paid personnel. Clubs should set out a specific set of conditions and 
responsibilities for each position available within the club or group. Establish behavioural 
standards for your organization. Categorize the positions according to their level of risk (low, 
medium, high) and set screening standards based on the risk factor.  

A sample Job/Position Descriptions is attached. See appendix A.  

Step 3 - Recruitment Process: For a formal recruitment process, post notices or send home 
requests for volunteers accompanied by position descriptions and applications forms. Be careful 
not to appear desperate for volunteers; outline that your organization takes its responsibilities for 
participants seriously, and screens all applicants thoroughly. When someone indicates interest in a 
position, send information to him or her before you commit to an interview.  

Step 4 – Application Forms. When planning an interview it is important to do the 
following:  

• Have at least two people conduct the interview  

• Explain the interview process to the applicant  

• Establish a safe environment for the applicant  

• Describe the job specifically, using the job description  

• Document the applicant’s responses to the questions and keep them on file  

• Look for attitudes towards children and recreation/sport that do not fit with those of the 
organization  
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Questions should allow you to judge a candidate:  

• Relevant work related experience  

• Relevant formal and informal education  

• Eagerness to work  

• Ability to work with others  

• Integrity, initiative, and judgment  

 

Preparing the ‘perfect answer’ ahead of time can help guard again the ‘I’ll know it when I hear it’ 
method of judging answers. Questions should be asked in the same order to all applicants. Small 
talk should be avoided. A rating system should be decided ahead of time. The process should be 
completely objective.  

Step 5 – Conduct the Interview. A sample Interview Process and Sample Questions are 
attached. See Appendix A.  

Step 6 - Reference Checks: References will confirm the background and skills of the 
applicant and will provide an outside opinion on the suitability of the person for the position. 
Prepare a list of questions or a sample script beforehand. With the reference check, describe the 
position clearly to the person giving the reference. Ask about the applicant’s skill and suitability 
to the tasks as defined. Do not ask leading questions. Leave space open for comment. Do more 
than one reference check.  

A sample Reference Check Form is attached. See appendix A.  

Step 7 – Police Record Check (PRC): Prior to requesting a PRC, organizations and clubs 
should decide what type of information it requires from the police. PRC’s do have limitations on 
what they are able to find. Clubs and organizations must develop how they will handle a volunteer 
whose PRC shows a previous conviction. The PRC should never be used as the only screening 
too.  

AO Policy requires that, beginning in January 2004, all coaches, directors and staff registered with 
AO have a Police Record Check, and provide an original copy of the Police Record Check to AO 
as an attachment to the AO membership application form.  

Coaches renewing their membership after 2004 are not required to submit a Police Record Check 
again, but are required to submit an Offence Declaration with each subsequent membership 
renewal.  

If a volunteer leaves the Association for a period of more than a year, then returns, a new Police 
Record Check needs to be completed and filed.  

Beginning January 1, 2004 Officials will have to submit an Offence Declaration Form with their 
registrations in order to become members of AO.  

For information on how to deal with Police Record Checks and how they affect your club, please 
see Police Record Checks in Appendix A.  
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Step 8 – Orientation and Training: Screening does not stop when an applicant is accepted 
into the club or organization. Appropriate measures must be developed to ensue ongoing screening. 
The volunteer should be considered ‘on probation’ for a training period of three to six months. This 
allows the organization and the volunteer to ensure they have made the right choices, and gives each 
the chance to change their mind. Orientation and training sessions provide opportunities to see 
volunteers under different circumstances. Orientation and training events should be made mandatory, 
not optional. This provides new and existing volunteers with information on the organization’s or 
club’s policies and procedures, and also gives the organization or club the opportunity to observe the 
volunteer in a social setting.  

Step 9 – Supervision and Evaluation: Feedback on the job performance should occur at 
least once a year and probably two or three times in the first year. Someone in the organization 
should be given the responsibility to supervise the volunteer, teaching him or her, and periodically 
reviewing their performance. All supervision and evaluation processes should use the position 
description as a reference point. The evaluation should be documented, signed and filed.  

Step 10 – Participant Follow-Up: It is vital that the organization or club let all individuals 
know that regular supervision and evaluation, including contact with participants and their families, 
is part of the organization’s risk management procedures.  

The Organization or club should have regular follow-up contact with participants and families, as 
well as random checks, which consist of visiting the volunteers location where he or she is in contact 
with participants. The volunteer should be made aware of the follow-up and random check 
procedures.  

Conclusion: Any organization working with vulnerable people must assume the responsibility of 
screening volunteers. It is essential to develop a screening policy that meets the needs of your 
organization Always remember – your goal is to provide safe programs for your participants.  
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Appendix A  

Sample Job Description and Terms of Reference  
Position: Club Coach  

Risk Level: High  

Responsible to: Club and AO  

Goals  

• Provide instruction and opportunity for practice and competition at a level appropriate for the athlete involved  

• Work toward improvement of skills and level of competition  

• Maintain team chemistry while improving individual proficiency  

• Encourage commitment and self-discipline  

• Encourage fair play and drug free sport  

 

Activities  
• Weekly training and other training opportunities  

• Competition – possible traveling and overnight stays  

• Upgrading qualifications through coaching certification clinics and other means  

• Leadership for individual athletes and for the team  

 

Responsibilities  

• Establish behaviour expectations of athletes  

• Knowledge of the sport and training concepts  

• Attendance at club coaches meetings  

• Participation in all related club coaching functions  

• Familiarity with club and AO policies pertaining to coaching  

• Adherence to coaching standards as set by the club  

• Background in injury prevention and management  

• Background in risk management  

• Transportation of athletes to practices/competition  

 

Boundaries/Limitations:  
• Never alone with the athletes  

• Role model - no drugs/alcohol/smoking/or abusive language at practices, competitions  

• Appropriately dressed  

• Embrace club and AO values, principles, and policies as per club and AO constitution and policies  

• Ability to set and maintain standards for athletes (i.e. respect, self-discipline)  
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Suggested Interview Process  
Basic rules for behaviour-based interviews are:  

 

General:  

More than one interviewer should be involved:  
• Do not look at an applicant’s file (application, resume, etc.) prior to the interview  

• Decide who will be responsible for each area of questioning  

• Take extensive objective notes and avoid subjective written comments  

• Not discuss any interview results until all applicants have been interviewed  

Specific:  

More than one interviewer should be involved:  

• Ask the questions in the same order and verbatim for each applicant  

• Repeat if necessary, but not paraphrase  

• Not coach, prompt, give hints or show positive or negative response to the candidate’s answer  

• Allow the same amount of time for each applicant to answer the question  

Bottom Line:  

Before, during and after the interview, the interviewers need to remain objective to achieve effective 
behaviour-based interviewing.  

Sample	  Interview	  Questions	  	  

Motivation: Questions related to reasons for volunteer involvement with the particular volunteer 
position.  

• Why do you want to volunteer as a Coach with our organization?  

• In what ways will volunteering with our organization contribute to meeting your personal goals?  

• What would you like to see happen as a result of your volunteer involvement?  

Skills and Experience: Questions related to core abilities required by the particular volunteer position.  

Roles      Responsibilities       
Leader      How do you build a team?    

     Describe your approach to leadership  

     In what ways could you improve as a leader?  

Coach      What is your approach to coaching?  

     Describe the experience you have working with children.  

 How could you improve as a teacher?    

Organizer     How do you manage your time?  

 How would you build a support team to assist you?   
 Describe how you would organize an activity or workout.  

It should be determined in advance, if skills and experience outside of Sports-Recreation are to be 
considered, and how these contribute to an assessment of suitability.  
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Qualifications:  

Questions related to certified competencies required by the particular volunteer position.  

Certification Level Year Obtained  

Training Experience Year Obtained  

Other Certifications not required of the particular volunteer position but with transfer value. 
Examples: Teaching Certification, Early Childhood Education Certificate, Fun in Athletics Pacesetter 
Certification  

Situations:  

Questions related to behaviours expected of the volunteer, in different circumstances that involve the 
particular volunteer position. These are developed in the form of scenarios or role-plays.  

• A young athlete is acting out, disturbing other children in a group or team. What are the 
possible causes for their behaviour and how do you manage it?  

• You are confronted by a parent who is visibly angry and directs insults at you. The parent is 
upset because of your decision not to include his/her child in a race. How do you respond?  

• You find yourself in a tense situation with members of your team following a recent decision 
that resulted in the dismissal of a team member. The members of your team disagree with the 
decision and threaten to discontinue their participation as volunteers. What do you do?  

 

Values: Questions related to attitudes or behaviors expected of all volunteers, regardless of the 
volunteer position. These may include scenarios or role-plays.  

• Describe the qualities of the ideal volunteer?  

• What do you consider to be the most important in working relationships?  

• What expectations do you have from the persons you work with?  

• In the course of a season, you make a decision you believe is in the best interests of the 
organization and the athletes. Your supervisor disagrees with the decision you made and 
considers taking disciplinary action against you. How do you respond? 

• The club makes an important decision that will change how it does business. You strongly 
disagree with the decision because you believe it compromises basic values of the 
organization. What recourse do you have?  
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Sample Script for a Reference Check  
It is important to follow up on references by asking specific questions to determine the applicant’s 
suitability. People often do not expect that their references will be checked. Do not assume that 
applicants only supply the names of people who will speak well of them.  

To start  

• Identify yourself and your organization  

• Verify that you are speaking to the person named as the reference  

• Tell the person that (name of applicant) gave you permission to call for a reference and that you 
will keep the conversation confidential.  

• Ask if this particular time is suitable and indicate how long the conversation will take  

• Explain what the applicant would be doing for your organization and the participant group they 
would be working with.  

 

Try to avoid questions that are easily answered in the affirmative or negative.  

Sample Questions:  

1. How long have you known the applicant and in what capacity?  

2. What would you consider his/her greatest strength?  

3. What would you consider his/her greatest weakness?  

4. Can you give me an example of a situation or demonstrated behaviour to support question #2 
and #3.  

5. This volunteer position required handling many tasks at once and can be stressful at times. 
How does he/she deal with stressful situations?  

6. Is this applicant punctual and reliable?  

7. If I was going to pair the applicant with someone, in a collegial work environment (e.g. co-
coaching), what characteristics would you use to describe his/her personality and leadership 
style and what traits would you think would be best in his/her ‘partner’?  

8. Do you have any concerns about having the applicant involved with youth in a sporting 
environment that includes travel and overnight trips?  

9. How would you feel about having (name of applicant) work on a one-on-one basis with you 
child?  

10. Is there any reason you know of why he/she would not be able to perform the duties 
necessary for this volunteer position?  

11. Is there anything else you would like to tell me about (name of applicant)?  
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Police Record Checks  
For positions within AO, including coaches, Board of Directors, club administrators and staff, for 
both volunteer and paid personnel, a Police Record Check will be required as an important but not 
exclusive element of the screening process.  

In general, individuals with past Criminal Code convictions for certain offences will not be accepted 
for a direct service position with participants. These offences include, but are not limited to, the 
following with exclusion timeframes listed:  

During a Lifetime:  

Any type of sexual assault  

Invitation to sexual touching  

Sexual interference, bestiality, or sexual exploitation  

Procuring sexual activity  

Indictable criminal offences for youth abuse  

Any Court Order forbidding the individual to have contact with children under the age of fourteen  

Any convictions related to child pornography  

Within the Past Five (5) Years:  

Assault  

Any Weapons offence  

Conviction under any controlled drugs and substance act  

Criminal Driving offences  

Until Resolved Through the Judicial System  

Outstanding convictions or charges pending for any violent offence  

Outstanding convictions or charges pending for criminal driving offences, including but not limited 
to impaired driving  

Outstanding convictions or charges pending for sexual offences  

Applicants may also be rejected as a result of other information gained during 
the police record check process or through the screening process as a whole, or 

as a consequence of other factors which are directly relevant to the 
requirements of the position, and to the ability of the applicant to carry out 

his/her duties in an effective, safe manner.  

The applicant has the right to know why he or she is being refused, and may appeal in writing to their 
club and/or AO for a review of their application.  

Every staff member or volunteer, once accepted, is obliged to immediately inform their club or AO if 
he or she is charged, tried, convicted or involved in any way in a police investigated matter related to 
any of the above-noted offences under the Criminal Code or under other provincial or federal 
statutes.  
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The Process for Police Records Checks  

For	  New	  Applications	  for	  Volunteer	  Positions	  	  

Step 1. The applicant should be given a copy of the criteria for acceptance as a coach with the club 
involved.  

Step 2. The applicant should fill out an application form for the club.  

Step 3. The applicant should provide the club with an up-to-date Police Record Check (at his or her 
own expenses) for approval.  

Step 4. The applicant should be notified if there is a problem. The applicant should have the 
opportunity to compare their Police Record Check to both the club and the AO criteria for declining a 
potential volunteer, and have the opportunity to withdraw the application.  

Step 4. If the individual decides to proceed, the club should review the application and determine if 
the applicant will be accepted for the available position.  

Step 5. If the club accepts the applicant for a coaching position in the club, then the club and/or 
applicant should submit an application for membership in AO and include a copy of the Police 
Record Check for AO files. AO compares the Police Record Check to it’s criteria for acceptance as a 
coach. If the applicant does not meet the AO criteria, the club and applicant are given a written report 
advising that the application has been denied.  

Step 6. All coaches have the right to appeal the decision of the AO as per the appeals procedure 
outlined in the AO Policy and Procedures Handbook.  

For	  Renewed	  Applications	  for	  Volunteer	  Positions	  	  

After 2004, coaches applying to renew membership with AO must complete an “OFFENCE 
DECLARATION” form (see below) each year with each new application. This form advises that no 
new criminal convictions have occurred since the original Police Record Check was filed, or advises 
of new convictions not previously reported.  

Confidentiality	  of	  Information	  	  

AO collects personal information from police records checks and from other sources and is obligated 
to keep that information confidential, and to use it only for the purposes for which the individual 
agrees it can be collected. Information can only be disclosed to individuals who are assigned by the 
organization to make decisions about hiring or refusing potential volunteers. There shall be no 
dissemination or disclosure of the information to any other agency, body or organization without the 
specific approval of the applicant. Once the information is used to compare to the organization’s 
criteria for hiring or rejecting a potential volunteer for a specific position, the information shall be 
destroyed (shredded/mulched) or kept in such a manner as to prevent unauthorized access (for 
example, in a locked cabinet with limited access).  
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  OFFENCE DECLARATION 
Name Date of Birth 

yyyy 

 

mm dd 

Position (coach, official, associate) 

 

Club (if applicable)  

I DECLARE, since the last Criminal Background Check was submitted by me to Athletics 
Ontario, or since the last Offence Declaration submitted by me to Athletics Ontario, that: 
 I have no convictions under the Criminal Code of Canada up to and including the date of this 

declaration for which a pardon has not been issued or granted under the Criminal Records Act 
(Canada). 

OR 
 I have the following convictions for offences under the Criminal Code of Canada for which a 

pardon under the Criminal Records Act (Canada) has not been issued or granted. 
Note: If you provided a criminal background check to Athletics Ontario in the past year, you are only required to 
disclose new convictions for which a pardon has not been issued. 

List of Offences 
1. a) Date:   __________________________________________ 

 b) Court Location:  __________________________________________ 

 c) Conviction:  __________________________________________ 

2. a) Date:   __________________________________________ 

 b) Court Location:  __________________________________________ 

 c) Conviction:  __________________________________________ 

3. a) Date:   __________________________________________ 

 b) Court Location:  __________________________________________ 

 c) Conviction:  __________________________________________ 

(Use additional page if necessary) 

DATED at ______________________this _____ day of __________________ 20___. 

 

_________________________________ 

Signature 
Athletics Ontario, 3 Concorde Gate, Suite 211, Toronto, Ontario, M3C 3N7, (416) 426-7215, office@athleticsontario.ca  



Screening Policy and Resource Handbook 

Page 16 of 20 

What	  is	  considered	  a	  Criminal	  Code	  conviction	  for	  the	  purposes	  of	  the	  Police	  Record	  Check?	  	  

Offences that you have not received a pardon for, such as failure to stop at the scene of an accident, 
impaired driving, assault, theft or using a credit card knowing that it has been cancelled.  

What is not considered a Criminal Code conviction for the purposes of the 
Police Record Check?  

If you have plead guilty to, or were convicted of, an offence under the Controlled Drug and 
Substances Act, Highway Traffic Act, Provincial Offences Act, Firearm Act, or Customs Act or of a 
Criminal Code offence as a Young Offender, you are not required to declare such convictions.  
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Appendix B  

Questions About Screening  
What is screening?  

Q: What is screening?  

A: Screening is an ongoing 10-step process designed to identify any person (volunteer or staff) who 
may harm children or vulnerable adults.  

Volunteer screening serves two main purposes:  

• To create and maintain a safe environment  

• To ensure an appropriate match between volunteer and task  

Though a relatively new concept, volunteer screening is being adopted by a growing number of 
organizations. The process includes assessing risk, writing position descriptions, discerning the 
suitability of an individual for a given task, providing training and, when necessary, modifying the 
setting and arrangement of the task.  

Q: Why do organizations screen?  

A: All organizations, from the smallest, most informal sports organizations to large institutions like 
hospitals, have a moral, legal, and spiritual obligation to appropriately screen those who work for 
them, including volunteers. Screening is not only the right thing to do, it is legally required under the 
principle of "Duty of Care."  

Q: How do organizations screen people?  

A: Volunteer Canada's Safe Steps Volunteer Screening Program provides an easy-to-use method for 
organizations to ensure that the people they serve are safe. The Safe Steps are much like a menu - 
you need only select those steps that apply specifically to positions within your organization. The key 
to a successful screening program is to use the steps in a way that best suits a specific position within 
your organization. The Safe Steps include:  

• Determine the risk  

• Write a clear position description  

• Establish a formal recruitment process  

• Use an application form  
• Conduct interviews  

• Follow up on references  

• Request a Police Records Check  

• Conduct orientation and training sessions  

• Supervise and evaluate  
• Follow up with program participants  

Q: Do organizations use all of the Safe Steps all the time?  

A: No. Organizations decide what is appropriate and necessary depending on what job or position 
someone is applying for or is currently doing. They look especially hard at the risks involved in 
activities and at how vulnerable the clients or participants are.  
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For example, suppose an organization wants to offer a craft program for adults. The program would 
take place during the day, at the organization's office, the participants would be responsible for their 
own transportation, and there would be many people around all the time. The risks in this kind of 
program are quite minimal. Screening someone who applied to teach this program would include 
some of the basic screening methods, but would not need to include more intensive and intrusive 
procedures.  

However, if the organization sends people into the homes of frail seniors, or matches adults with 
children, then screening methods must be far more intense, because the risk of harm is so much 
greater.  

Q: Screening sounds great. As an organization, where do we begin?  

A: Working with its partner volunteer centres across Canada, Volunteer Canada has resources and 
workshops to make it easier for organizations to put a screening process in place. The resources will 
help your group understand the principles of screening and help you determine what steps are best 
for you.  

For more information call 1 800 670-0401 or visit: www.volunteer.ca  

Why do organizations screen?  

Q: Why screen?  

A: Any organization that provides programs to vulnerable people has a moral, legal and spiritual 
obligation to appropriately screen those who work for them, including volunteers. Screening 
addresses the reality that people do seek out organizations with the intent of stealing money, 
property, or harming participants or staff. The Canadian Code for Volunteer Involvement identifies 
screening as a cornerstone for all volunteer programs. Screening is not only the right thing to do, it is 
legally required under the principle of duty of care.  

Q: If we make everyone go through a screening process, won’t some people feel we are intruding 
and decide not to volunteer?  

A: Most people understand and appreciate that screening will help to protect participants, volunteers 
and staff. Some people feel screening is not necessary, that " it can’t happen here." While very few 
people betray a trust, physical abuse, emotional abuse, sexual abuse, theft of property, harassment, 
property damage, extortion, and assault can, and does happen in all types of organizations.  

Many organizations find that a clear explanation of screening helps all involved understand that 
screening is part of good personnel management. It creates and maintains a safe environment and 
ensures an appropriate match between volunteer and task.  

Q: How does screening benefit our volunteers?  

A: Screening is part of an effective volunteer management program. It helps to ensure that volunteers 
are working in an organized, structured environment.  

A thorough screening process allows a volunteer to feel confident about doing the work, and 
confident in the abilities of his or her fellow volunteers. Job descriptions, interviews,  
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and ongoing supervision all help to ensure that the volunteer is placed in a position that best suits his 
or her abilities and interests. Screening policies and procedures outline the volunteer’s rights and 
responsibilities. Policies and procedures also explain how an organization will support the volunteer 
should a problem or incident occur.  

All I want to do is help. Why do I have to be screened?  

Q: I'm just a volunteer. I understand the need to screen paid employees - but why me?  

A: There is no such thing as "just" a volunteer. Volunteers do very important work for organizations; 
they are part of the staff. In fact, in some organizations, volunteers are the primary staff members.  

The truth is that whether someone is a volunteer, a placement student, an employee, a workfare 
participant, or is doing court-ordered community services is actually irrelevant to the issue of 
whether or not he or she should be screened.  

The most important issue is what someone does for the organization, not the fact that he or she is an 
employee or a volunteer  

Q: Why do organizations screen their volunteers?  

A: All organizations, from the smallest, most informal sports organizations to large institutions like 
hospitals, have a moral, legal, and spiritual obligation to appropriately screen those who work for 
them, including volunteers.  

Like most prudent behaviour, screening is intended to prevent the problem that may or may not 
occur. However, screening addresses the reality that it is possible a person could seek out 
organizations with the intent of stealing money, property, or harming participants and/or staff.  

Q: Why should I be screened? I'm a volunteer I don't get paid!  

A: It doesn't matter. The organization can be just as responsible for something a volunteer does as for 
something an employee does.  

For example, suppose someone wants to be a volunteer driver. The organization must screen the 
person thoroughly, including checking out his or her driving record.  

If the organization learns the person has a bad driving record, he or she should not be allowed to be a 
volunteer driver. If the organization ignores the record, or doesn't check, and if the volunteer causes 
an accident while doing work for the organization, both the organization and the volunteer might be 
held responsible.  

Q: Could I be held liable for things I do as a volunteer?  

A: Yes. Volunteers can be held liable if they hurt someone while doing their volunteer work. They 
are not always found to be liable, but they can be.  

Organizations have to be very careful about who they accept as staff or volunteers because more and 
more, the courts are holding non-profit and charitable organizations accountable for their volunteers' 
actions.  
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Screening and the Board of Directors  

Q: I am a member of the board of directors of an organization that provides services to vulnerable 
clients. Why do I have to be concerned about screening?  

A: The board of directors is ultimately responsible and potentially legally liable for what goes on in 
the services and programs run by the organization  

Q: Isn't screening a matter that should be left up to the manager of volunteers or the human resources 
manager or the executive director to look after?  

A: At the level of the day-to-day operation of the organization, the answer is yes. Screening 
procedures and practices should be developed and carried out by members of the staff. However, the 
board has the ultimate responsibility in matters of policy regarding the personnel of the organization, 
and since screening staff and volunteers is a personnel issue of some significance, it is important that 
there be board policies established that will guide the staff in designing appropriate screening 
measures.  

Q: Why does the board of directors have to get involved in screening?  

A: Because screening staff and volunteers is a complex moral and legal issue. It is seldom clear what 
screening measures should be chosen, and on what basis people should be screened out.  

As the board of directors is ultimately responsible for these decisions, it is imperative that it sets the 
ground rules.  

For example, suppose the organization offers a befriending program that matches volunteers to 
teenagers with developmental disabilities. Suppose someone applies for the position and reveals that 
she was convicted of a drug related criminal offence seven years earlier. Since then, she has been 
clean, and she has very good references.  

What is the manager of volunteers to do? Accept the volunteer? Reject the application because of a 
criminal conviction? On what grounds can either decision be defended?  

Q: What is the board of directors' role in screening?  

A: It is the board's responsibility, with proper input from staff and volunteers, to develop 
organizational policy for around screening.  

The manager of volunteers and human resources manager need the support of the board of directors. 
The board must provide guidance in terms of policy and must confer authority on staff to screen 
people out according to its policies. 


