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Criminal Record Check Process 

Please be advised that pursuant to the policies of the Coquitlam Metro-Ford Soccer 

Club, as mandated by B.C. Soccer and all governing Districts, the criminal screening 

process is due once every three years by all volunteers and staff. The club takes the 

policies very seriously and the safety of our players is very important. 

Reminder emails will be sent out to volunteers regarding the process prior to the start 

of the season. Also, throughout the season when a volunteer’s CRC is coming due, 

the Risk Management Coordinator will contact the volunteer approximately one month 

prior to the expiry date. The board of directors makes all final decisions on volunteers 

and staff who do not comply with the screening process. 

All volunteers and staff are required to complete the screening process as outlined 

below. There are three options for members, on-line and in person at your local 

police station or provide existing CRC’s. 

IN PERSON PROCESS 

All volunteers, please complete the following steps. 

1) Print copies of the CRC form and the Letter of Request included in this

document. Individual forms are also available on our website at:

http://www.cmfsc.ca/club-forms 

2) Complete forms as necessary with your personal information.

3) Bring completed forms to the Coquitlam RCMP at 2986 Guilford Way (or

Police Services in your city) for processing with the following:

• Two pieces of Government ID (drivers license/care card/passport). One must have

a picture. SIN card not accepted.

• Fingerprinting may be asked for and is done on site Monday – Saturday 10am

– 12pm

• During most months (other than Sept) CRC’s are done while you wait.

http://www.cmfsc.ca/club-forms


4) For those residents outside of Coquitlam, following are the instructions:

• Please make sure you have the Letter of Request – Non Resident, along with

all other forms and provide that to your local police station.

• If a payment is required, please pay as requested

• Provide a valid receipt when your completed form is dropped off and
CMFSC will reimburse you.

5) Completed criminal record checks (approved by the RCMP or the local
police) are to be scanned to riskmanager@cmfsc.ca *Please scan as one

document, not multiple pages.

ON-LINE PROCESS 

1) CMFSC has enrolled in an on-line process through the BC Government. It is the 
Criminal Records Review Program (CRRP). It is a free service for our volunteers.

2) To access, go to https://justice.gov.bc.ca/criminalrecordcheck

3) Access Code: XJFNTJCLXY

4) Click REQUEST A NEW CRIMINAL RECORD CHECK

5) Follow the steps and provide the required information

6) You will be asked to provide ID. Following is what is acceptable:

List of accepted Primary ID: 

Issued by ICBC: 

B.C. Driver's Licence or learner's licence (must have your

photo)

B.C. Identification (BCID) card

B.C. Services Card (must have your photo)

Issued by provincial or territorial government: 

Canadian birth certificate 

Issued by Government of Canada: 

Passport 

Canadian Citizenship Card 

Permanent Resident Card 

Canadian Record of Landing/Canadian Immigration Identification 

Record 

mailto:riskmanager@cmfsc.ca
https://justice.gov.bc.ca/eCRC/home.htm


List of accepted Secondary ID: 

School ID card (student card) 

Bank card (only if applicant's name is on card) 

Credit card (only if applicant's name is on card) 

Foreign birth certificate (a baptismal certificate is not acceptable) 

Canadian or U.S. driver's licence 

Naturalization certificate Canadian 

Forces identification Police 

identification 

Foreign Affairs Canada or consular identification 

Vehicle registration (only if applicant's signature is shown) 

Picture employee ID card 

Possession and Acquisition Licence (PAL) 

Social Insurance Card (new style without signature strip not 

acceptable) 

B.C. CareCard 

BC Services Card (with or without photo) 

Native Status Card 

Parole Certificate ID 

Correctional Service Conditional Release Card 

6) Once completed, the results will be sent to the club. 

 

7) For additional information on the program, please go to the following 

website: 

 

http://www.pssg.gov.bc.ca/criminal-records-review/volunteer/index.htm 
 

 

 EXISTING CRC’S 
 

1) The club will accept existing CRC’s from other organizations that you may have 
done one for, provided it was done within the last 3 years.  

 

THINGS TO KNOW 
 

1) Make a copy of your CRC and file it away 
 

2) We accept scanned versions of your CRC. Those can be sent to: 

riskmanager@cmfsc.ca 

 

3) We will not accept pictures of your CRC with a smart phone or partially sent 

documents. We are required to have the completed version of any approved 

CRC, including the bottom signature. 

http://www.pssg.gov.bc.ca/criminal-records-review/volunteer/index.htm
mailto:%20riskmanager@cmfsc.ca
mailto:%20riskmanager@cmfsc.ca
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Coquitlam R.C.M.P.
2986 Guildford Way
Coquitlam, B.C.
V3J 7Y5

Re: ____________________________      Volunteer:            Yes_____ No_____
(Name)                                                         (Please check)

To Whom It May Concern:

Subject: – Official of Coquitlam Metro-Ford Soccer Club

Please be advised that the Coquitlam Metro-Ford Soccer Club policies require all Coaching 
Staff, Team Officials, Directors and Executive Members to complete a Criminal Record 
Check once every three years.

Your cooperation is requested in providing the volunteer named above with a Criminal 
Record Check for their delivery to the Risk Management Coordinator, Joseph Basic @ 
riskmanager@cmfsc.ca or 604-880-7893.

As these applicants are volunteering their time, we request that the R.C.M.P. waive any 
fees associated with the completion of this Criminal Record Check.
Thank you for your cooperation in this regard.

Sincerely,

Joseph Basic
Joseph Basic
Risk Manager
Coquitlam Metro Ford-Soccer Club

COQUITLAM RESIDENT LETTER

mailto:riskmanager@cmfsc.ca


NON COQUITLAM RESIDENT LETTER

To whom it may concern:

Re: ____________________________      Volunteer:  Yes_____    No_____
(Name)                                                                          (Please check)

Subject: – Official of Coquitlam Metro-Ford Soccer Club

Please be advised that the Coquitlam Metro-Ford Soccer Club policies require all Coaching 
Staff, Team Officials, Directors and Executive Members to complete a Criminal Record Check 
once every three years.

Your cooperation is requested in providing the volunteer named above with a Criminal 
Record Check for their delivery to the Risk Management Coordinator, Joseph Basic @ 
riskmanager@cmfsc.ca or 604-880-7893.

As these applicants are volunteering their time, we request that the R.C.M.P. or any 
respective jurisdiction  waive any fees associated with the completion of this Criminal 
Record Check.

Thank you for your cooperation in this regard.

Sincerely,

Joseph Basic
Risk Manager
Coquitlam Metro Ford-Soccer Club

mailto:riskmanager@cmfsc.ca
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