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BC SOCCER ASSOCIATION 
 

 
RULE 22:  RISK MANAGEMENT 

Revised September 04, 2006  
           ______________________ 
Guide for Employee/Volunteer Screening, Conducting Criminal Records Checks 
 
POLICY  
  
Every volunteer or employee age 19 and above must complete a Volunteer/Employee Disclosure Statement 
Form A or Form B or both annually.  
  
Each District must appoint a District Risk Management Coordinator.  
  
Each Club must appoint a Club Risk Management Coordinator.  
  
The BC Soccer Association shall appoint a Provincial Risk Management Coordinator. This person's role is to 
investigate individual Volunteer Disclosure Forms when requested by the District R.M.C. after it has been 
determined that there may be a concern with a “Relevant Offence” as disclosed on an individual’s application.  
  
The BCSA shall, with input from the Districts review the existing Risk Management Policy and Procedures by 
April of each year.  
  
Each District must establish a Risk Management Policy within their District.  
  
PROCEDURE  
  
To assist Districts, the following step-by-step guide is provided for the distribution and collection of the Risk 
Management Volunteer Disclosure Statement Form A and or B.  The Form A and or B is to be filled out by 
every relevant applicant annually.  
  
1.  Each year the BCSA will update and post on the BCSA website the Risk Management Volunteer Disclosure 
Form A and B.  
  
2.  Each District will provide the BCSA Volunteer Disclosure Form A and or B to each Affiliate Club, who in turn 
will be responsible for the distribution and collection from all coaches, referees, managers, program 
administrators and other volunteers (described under Rule 22.), as per the BCSA policy.  
           
3.  The implementation procedure for the Risk Management Volunteer Disclosure Form A and or B is a follows:  
 
  
INDIVIDUALS:  
  
i) Fill in all spaces on the Volunteer Disclosure Statement Form A or Form B   
ii) Place the original Form A or Form B or both in an envelope and seal it.  
iii) Print your name and club on the BACK of the envelope.  
iv) Return the sealed envelope to your Club Risk Management Coordinator as per his or her instructions.  
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CLUB RISK MANAGEMENT COORDINATOR:  
  
v) Make a Club Master List of all persons receiving the Form A or B.  Each name will then be checked off as 
the forms are returned to you.  
  
vi) Club Coordinators DO NOT OPEN the envelopes, only to ensure on the Master List that they are all 
returned.    When completed, make and retain a photocopy of the dated Master List for your club records.  
  
vii) Remit all sealed envelopes to the District Risk Management Coordinator, along with a dated copy of the 
Club Master List of enclosed Forms A, B, or both.  
  
viii) If an individual joins the coaching or administrative staff of a team at any time during the season, the Club 
Risk Management Coordinator must ensure that the above procedure is followed and that the applicant’s name 
is added to the master list before sending his or her Form A to the District Coordinator. If an individual joins the 
board of directors or financial administration staff of a club at any time during the season, the Club Risk 
Management Coordinator must ensure that the above procedure is followed and the applicant’s name is added 
to the master list before sending his or her Form B to the District Coordinator.   
  
ix) If an individual who is required to fill out the BCSA Volunteer Risk Management Disclosure Form A or B has 
filed a similar form within the past 12 months with another sport or organization, a copy of that form may be 
attached to the BCSA form with an appropriate address so that the District can follow up on the results of the 
first form being filed.    Alternatively, the individual may elect to simply fill out and submit the BCSA Form A or 
Form B.  
 
 
DISTRICT RISK MANAGEMENT COORDINATOR:  
  
x) All COASTAL District Clubs are required to file their Forms A or B with their District Risk Management 
Coordinators by October 1 each year.  All INTERIOR District Clubs, the deadline will be June 1 of each year.  
  
xi) The District Risk Management Coordinator must open each envelope and review each Form A and Form B.   
If there is a positive .YES. response to question 3.a or 3.b, make and retain a photocopy of the Form A or Form 
B for your district records. A criminal history records check shall be performed.  
  
xii) The District Risk Management Officer shall confer with the BCSA Provincial Risk Management Coordinator 
when there is a positive relevant result to a criminal history record check.  BCSA may confer with legal counsel 
when and will advise the District what further action is required.  
  
xiii) Once all Forms A and B have been collected and opened by the District Risk Management Coordinator, 
they are to be placed in alphabetical order in a PERMA RECORD STORAGE BOX.  A copy of the District 
Master List of all individuals completing Forms A or B is to be firmly attached to the outside of the storage box, 
with another copy sealed inside the box.  
  
xiv) The PERMA RECORD STORAGE BOX is to be sent to the Executive  
Director  - BC Soccer Association 1126 Douglas Rd., Burnaby, BC V5C 4Z6.  A separate secured storage area 
outside of the BCSA office will be used to store these records. 
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How it works 
 
A criminal record check will show whether a person has either an outstanding charge or a conviction under 
federal law.   
 
Each District/Club/ League will be responsible for asking every current volunteer and successful applicant to 
provide written consent for a criminal record check Completion of Form A or Form B (BCSA Volunteer 
Disclosure Statement).  
 
BCSA cannot place an individual who does not consent to a criminal record check.  A current volunteer who 
does not give consent must not work with participants.  New volunteers may be placed and current volunteers 
may stay in their regular positions while the criminal record check is being processed as long as the other 
screening measures have been completed and the volunteer has been cleared thus far. 
 
The prospective volunteer can obtain a CRC his or herself or a Risk Management Officer from the District or 
League will submit the completed consent forms to the relevant police agency. The Risk Management Officer 
must sign an Oath of Confidentiality to ensure the privacy rights of the applicant are protected. The Risk 
Management Officer must also undergo a complete Criminal Records Check. It is preferred that the Risk 
Management Officer has a background in law enforcement or the judiciary. Some police agencies will have 
limitations on who can be assigned as the Designate; for example, the Vancouver Police Department will only 
grant permission to release a CRC to a person with signing authority for the registered society.  
 
The police agency will process the information through the Canadian Police Information Center and return the 
results to the District Risk Management Officer. 
 
                          

• If a check does not reveal a record, the District Risk Management Officer will re-seal the Form A along 
with the results that no relevant record exists. 

• If there is a record, the District Risk Management Officer compares the offence information to relevant 
offences named in the Criminal Records Review Act (crimes associated with physical or sexual abuse).  

• If the record is not considered relevant under the Act, the District risk Management Officer will re-seal 
the Form A and or B along with the results that no relevant record exists.   

• If the check does reveal a record the Act lists as relevant, the volunteer coach will be asked to provide 
fingerprints so that the police can confirm the person’s identity.  

• District Risk Management Officer receives the fingerprint results from the police. 
• If the identity is confirmed, the District Risk Management Officer will inform BCSA and applicant that 

there is a relevant record and that the applicant’s services are not required. 
• If the fingerprints do not match those on the record, BCSA will be informed that no relevant record 

exists. 
• The District Risk Management Officer then stores the record of rejected applications in a locked filing 

cabinet.  
 

BCSA must then ensure that the volunteer is removed from or never placed in a position where he or she 
works with or has unsupervised access to participants.  
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New Charges and Convictions 
 
If a volunteer who works with participants is charged or convicted of a relevant offence after a criminal record 
check has been completed, the volunteer must promptly report the conviction to the District Risk Management 
Officer. 

Any volunteer has been charged with a criminal offense(s) amongst the list of Relevant Offenses may be 
temporarily suspended from its relationship with BCSA or from participating in any District/Club/League 
activities for an appropriate length of time determined by the BCSA Risk Management Committee having 
regard to: 

a) the seriousness of the incident(s); 
b) the length of sentence imposed in the criminal proceeding, if any; 
c) the member’s prior behaviour; and 
d) any other relevant circumstance. 

Any volunteer convicted of a criminal offense(s) listed under the Relevant Offenses shall be automatically 
suspended from participating in any and all activities of BCSA, District/ Club/ League for an appropriate length 
of time determined by the BCSA Risk Management Committee having regard to: 
a)  the seriousness of the incident(s); 
b)  the length of sentence imposed in the criminal proceeding, if any; 
c)      the member’s prior behaviour; and 

 d) any other relevant circumstance. 
 

Protection of Privacy 
 
This policy balances the right of participants to be protected against the rights of individuals provided under the 
B.C. Human Rights Code and the Canadian Charter of Rights and Freedoms.  
 
Refusal to Comply 
 

• If a current volunteer refuses to consent to a criminal record check, the individual cannot continue to 
participate. 

• If a new volunteer coach refuses to consent to a criminal record check, the person will be refused 
placement. 

NB. The same format would apply for paid coaches. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


