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Introduction 
 
This guide presents information on applying the Criminal Record Check Policy and the guidelines 
for collecting and disclosing criminal records information.  The Government of the Northwest 
Territories (GNWT) requires that criminal record checks including, if applicable vulnerable sector 
checks be undertaken for key positions to uphold the safety and security of clients, employees and 
assets. 
 
The Criminal Record Check Policy is available on the Department of Human Resources web site 
(www.hr.gov.nt.ca/policies). The Policy and this guide replace the information found previously in 
Human Resource Manual section 113. 

Job Duties 
 
The job duties of a position determine whether a criminal record check and a vulnerable sector 
check is required.  The Policy identifies the following positions requiring a criminal records check, 
including if applicable, a vulnerable sector check: 

 
Positions of Trust – means positions that must be staffed with individuals whose 
trustworthiness, integrity, character and identity would not place the GWNT or its clients at risk. 
Such positions require a criminal records check. Positions of trust feature at least one of the 
following criteria: 

 
 Duties involving laying charges, investigating offences, court proceedings, evidence 

admitted to court and security for prisoners 
 Duties involving direct control of large amounts of cash, goods or restricted drugs 
 Duties involving international travel 
 Duties involving access to secure systems or facilities 
 Duties involving responsibility for the security of public property and assets 
 Decision making at the executive or senior management level in the public service 
 Duties involving the provision of support or advice directly to members of the Executive 

Council including Executive Assistants 
 

Highly Sensitive Positions – means those positions with duties involving contact with 
vulnerable members of society such as children, the elderly, persons with disabilities or 
residents in the GNWT’s care (e.g., teachers, social workers, health care workers, youth 
workers).  Such positions require a vulnerable sector check. 

 
Typically, a position is identified as a position of trust or a highly sensitive position on the job 
description for the position, or in the case of casual employment following an assessment of the job 
duties/responsibilities. 
  

http://www.hr.gov.nt.ca/policies
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Hiring Risk Assessment Model 
 
Additionally, the Human Resources Representative and hiring manager will use a Hiring Risk 
Assessment Model tool available from the Department of Human Resources on those positions not 
already identified as positions of trust or highly sensitive positions to determine if a position 
requires a criminal record check or vulnerable sector check.  The five factors used in the model are: 
 

 Access to children and vulnerable persons - This factor focuses on how often the position 
requires the employee to interact with clients and whether the interaction will be 
supervised.  

 Access to financial assets - This factor focuses on the financial assets (e.g., cheques) the 
employee in the position is responsible for that can be used for personal gain. 

 Access to sensitive information - This factor focuses on how much sensitive information 
(e.g., medical records, credit card information) and how often the position requires the 
employee to have access to the information. 

 Access to physical assets - This factor focuses on how often the position will have access to 
physical assets (e.g., laptop computer) and whether the employee is held personally 
accountable for the assets.  

 Reputation - This factor focuses on the scope of any negative action by an employee in a 
GNWT position becoming public knowledge and the negative impact on the public opinion 
of the GNWT.  

Criminal Record Verification 
 
A criminal record or vulnerable sector check is an additional verification step in the staffing process 
that is used to confirm the suitability of an individual prior to their appointment or placement in a 
position of trust or a highly sensitive position or other position identified as requiring verification.  
There are different levels of criminal record and vulnerable sector checks: 
 

 Criminal Record Check is a search based on an individual’s name and date of birth that is 
used to determine whether an individual has a criminal record. 

 
 Certified Criminal Record Check is a search based on fingerprints for positive 

identification.   
 

 Vulnerable Sector Check is a background search based on an individual’s name, date of 
birth and gender for a match to a pardoned sex offender record. 

 
 Fingerprint-based Vulnerable Sector Check is a fingerprint-based search to establish the 

existence of a sexual offence conviction for which the individual has received a record 
suspension or pardon. 

 
The following table outlines the level of verification require by each type of position: 
 
 
 

http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/documents/HiringRiskAssessmentModel.xls
http://www.hr.gov.nt.ca/policy/hrm/0100%20-%20Hiring%20Process/documents/HiringRiskAssessmentModel.xls
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 Type of Check Required Additional Check 

Position of 
Trust 

Criminal Records Check (CRC) 
If the Criminal Records Check indicates a 
criminal record may exist, an individual must 
provide a Certified CRC. 

Highly 
Sensitive 
Position 

Vulnerable Sector Check (VSC) 
If the Vulnerable Sector Check indicates a 
criminal record may exist, an individual must 
provide a Fingerprinted-based VSC. 

Questions and Answers 
 
Q. If I have a criminal record, does that mean I can’t get a job with the GNWT? 
A. The GNWT does not prohibit the hiring of an individual with unrelated criminal   convictions.  
 

If a qualified individual has a criminal record, the hiring deputy head must evaluate the nature, 
time (e.g., between conviction and job application) and extent of the record to assess if the 
individual is suitable relative to the job duties.  An individual with a criminal record related to 
the duties and responsibilities of a position may be disqualified from further consideration if 
their appointment would place the Government, its clients or the public at risk. 

 
Q. What happens if I have received a record suspension (pardon)? 
A. A record suspension removes a person's criminal record from the Canadian Police Information 

Centre (CPIC) database.  Record suspensions were previously referred to as pardons.  Record 
suspensions may be granted by the National Parole Board to individuals who have served their 
sentence and who have demonstrated that they are law-abiding citizens.  The National Parole 
Board conducts its own investigations to determine whether a record suspension should be 
granted.  The NWT Human Rights Act protects individuals from discrimination on the basis of a 
conviction for which a record suspension has been granted.  You do not have to identify you 
have a record suspension; however, as required by the position a criminal record check may still 
be required. 
 
However, record suspensions for individuals convicted of sexual offences are suspended and 
flagged in the CPIC.  If you are applying on a highly sensitive position with duties involving 
contact with children, vulnerable persons or residents in the Government's care (e.g., teachers, 
social workers, health care workers), the criminal record/vulnerable sector check will identify a 
record suspension involving a sexual offence which may make you ineligible for employment 
with the GNWT. 

 
Q.  How do I know if I need a criminal record check? 
A.  Job postings identify when a criminal record check is required.  The Human Resources 

representative, or in the case of teachers the Superintendent of Education, will provide you 
details on what type of verification you will require. 

 
Q. Who do I give the criminal record check to?  Who is going to see it? 
A. Return the completed criminal record check to whoever asked you to complete it.  Criminal 

records checks are normally reviewed by the hiring manager and the Human Resources 
Representative.  If there are indications of a criminal record, the information will be shared up 
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the chain of command from the hiring manager to the Deputy Head, and in some instances it may 
be shared with additional human resources representatives and legal advisors. 
 
The following table outlines the general collection and disclosure process: 

 

 
Collected By Disclosed To 

Additional Disclosure if a Criminal 
Record exists 

GNWT 
Department 

or Agency 

HR 
Representative 

Hiring Manager 

 Hiring Manager/Deputy 
Head/CEO/President 

 HR - Director, Management and 
Recruitment Services or Labour 
Relations or Regional Superintendent 
(as required) 

 Legal Advisor (as required) 

Teachers Superintendent Superintendent 

 HR - Director, Management and 
Recruitment Services or Labour 
Relations or Regional Superintendent 
(as required) 

 Legal Advisor (as required) 

 
 
Q.  I’ve been with the GNWT for years. Why am I being asked to do a criminal record check now? 
A.  There are a number of reasons why an existing employee might be asked to do a criminal record 

check including if applicable a vulnerable sectors check, including: 
 

a) you move to a different position within the GNWT and that position is considered a 
position of trust or highly sensitive position 
  
b) your position duties change and your job description now fits the definition of a position 
of trust or highly sensitive position, or 
 
c) if it appears the appropriate type of check was not done when you were hired. 

Process 
 

1. Prior to initiating a competition or other staffing action (e.g., transfer assignment or casual 
hire), the job duties are reviewed to determine whether the position to be filled is a position 
of trust or a highly sensitive position. 

 
2. When necessary, the Hiring Risk Assessment Model tool is used to determine what type of 

verification the position or casual duties requires. 
 

3. Where a position is filled through competition, the job posting lists the requirement for a 
satisfactory criminal record check. 
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4. If a vacancy is to be filled through another type of staffing action (e.g., transfer assignment, 
casual hire, or direct appointment) and the position or duties have been identified as either 
a position of trust or a highly sensitive position, the offer must be conditional upon receipt 
of a satisfactory criminal record check. 

 
5. Individuals are advised if a criminal record check or vulnerable sector is required. 

 
6. Individuals must contact their local police office (the RCMP in the NWT) to obtain a criminal 

record check or vulnerable sector check.  For further information, contact the Canadian 
Criminal Records Information Services. 

 
7. Where a job offer or other staffing action is not extended to an individual as the result of a 

criminal record check or vulnerable sector check, the individual has two days to raise the 
issue with the Deputy Minister of Human Resources. 

Assessing Results 
 

8.  If the results of the criminal records check or vulnerable sector check indicate that the 
individual does not possess a criminal record, a job offer, or other appropriate staffing 
action, is extended to the individual.  

 
9. If the results from a criminal record check or vulnerable sector check indicate that the 

appointee may have a criminal record: 
 

a) The individual is asked to undergo a Certified Criminal Records Check, including if 
application, a fingerprint-based vulnerable sector check. Both additional checks will require 
the proposed appointee to visit the RCMP. For further information, contact the Canadian 
Criminal Records Information Services. 

 
b) The individual is asked to provide a Statutory Declaration on information relevant to an 
assessment of the criminal record check including if applicable the vulnerable sector check 
and pending charges as outline in the Policy to make a determination if the nature of the 
criminal record would impact the position. 
 
c) The Deputy Head assesses the risk by considering the details of the criminal record 
check, vulnerable sector check and pending charges to factors specifically related to the 
duties and responsibilities of the position being filled and decides whether to extend a job 
offer or conditional job offer to the individual.  

Interim Statutory Declaration 
 

10. A Deputy Head may proceed with extending a job offer to a successful individual prior to 
receiving the results of a criminal record check including, if applicable, a vulnerable sector 
check.  The Statutory Declaration will ask if the applicant has ever been convicted of a 
criminal offence or has any pending charges.  A Statutory Declaration must be completed as 
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an interim measure until the criminal record check, including if applicable, the vulnerable 
sector check process is complete.  The final job offer will be subject to a satisfactory check. 

 
A Statutory Declaration reduces the potential liability for the GNWT but does not eliminate 
the risk of an adverse event occurring – hiring departments and Deputy Heads must 
carefully consider whether they are prepared to have someone working prior to receiving 
the results of a criminal record check or a vulnerable sector check.  
 
Examples of the statutory declaration requirements can be found in the Appendices.  Official 
forms are provided by the Human Resources Representative. 

 
11. Should the individual declare they have never been charged, convicted or discharged of a 

criminal offence and after receiving authorization from the Deputy Head, a job offer 
conditional upon a satisfactory criminal record check including, if applicable a vulnerable 
sector check, will be extended to the individual. 

 
12. Should the individual declare they have been charged, convicted or discharged of a criminal 

offence: 
 

a) The individual is asked to provide information relevant to an assessment of the 
factors as outlined in the Policy. 

 
b) The Deputy Head assesses the risk by considering the details of the record in relation 

to factors specifically relevant to the duties and responsibilities of the position being 
filled and decides whether to extend a job offer or conditional job offer to the 
individual. 

 
c) Should a job offer not be extended to the individual as the result of a criminal record 

check including if applicable, a vulnerable sector check, the individual has 2 working 
days to raise any concerns with the Deputy Minister of HR. 

 
13. The individual will provide the satisfactory criminal record check, including if applicable, a 

vulnerable sector check to the Department of Human Resources for placement on the 
personnel file and preparation of a job offer. 

  
14. If the criminal records check, including if applicable the vulnerable sector check and record 

suspensions, is unsatisfactory, the job offer is withdrawn.  The individual may be charged 
with a criminal offence if a false Statutory Declaration was submitted. 

 
15. If the employee does not provide the satisfactory criminal record check including, if 

applicable, the vulnerable sector check and record suspension within a defined period (e.g., 
six months), the job offer is withdrawn and his or her employment with the GNWT is 
terminated.  If a false declaration is provided the employee can be reported for making a 
false declaration and be subject to disciplinary action for falsifying the job application. 
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Superintendents of Education 
 

16. Superintendents of Education will follow this process to obtain criminal record checks, 
vulnerable sector checks and record suspensions for teachers. 

Privacy Notice Statement 
 

17. The GNWT is committed to protecting personal information that individuals provide 
through its recruitment process.  The personal information you submit in your criminal 
record check, vulnerable sector check and record suspensions is collected by the 
Department of Human Resources for the purpose of identifying applicants suitable for 
referrals and appointments to positions within the GNWT public service. 

 
This information is collected under the authority of Section 40 (c)(i) of the Access to 
Information and Protection of Privacy Act which states: 

 
      40. No personal information may be collected by or for a public body unless […] 

     (c)  the information relates directly to and is necessary for […] 
(i) an existing program or activity of the public body. 

 
The personal information submitted will be used only for the purpose of identifying 
suitability for employment.  If you have any questions on the collection, use or disclosure of 
your personal information in relation to recruitment, please contact: 

 
 

Management and Recruitment Services 
Department of Human Resources, 
Arthur Lang Building, 5003 49 St, 

Yellowknife, NT  X1A 1P5. 

 

References: 
Criminal Record Check Policy 
Collective Agreement with the NWTTA, Article A2.08, Qualifications 
Canadian Criminal Records Information Services, (613) 998-6362 

  

http://www.hr.gov.nt.ca/Agreements/nwtta/appendixa2/default.htm
http://www.rcmp-grc.gc.ca/cr-cj/fing-empr2-eng.htm
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APPENDIX A: 
 

Statutory Declaration with No Record 

 
 
I, _____________________________, born on _________________ in ______________________________, residing at 
___________________________, having applied for the position ______________________________________ with 
_______________________________________________. 
 
DO SOLEMNLY DECLARE: 

 
I have never been convicted of any Criminal Code or drug related offences, nor do I have any 
charges pending with respect to any Criminal Code or drug related offenses.  I have never received a 
record suspension (pardon) for any sexual offence.  I do not have a criminal record to the best of my 
knowledge,  
 
I understand that the information provided in this Statutory Declaration is being used to provide 
assurance to the GNWT that I do not have a criminal record and the Statutory Declaration is an 
interim measure in place at the beginning of my employment until the GNWT receives my criminal 
record check including, if applicable a vulnerable sector check;  
 
I understand that my employment is conditional upon the receiving a satisfactory criminal record 
check including, if applicable a vulnerable sector check; 
 
I understand that the personal information collected by the Employer is protected under the Access 
to Information and Protection of Privacy Act and is to be treated with the utmost confidentiality; 
 
And I make this solemn declaration, conscientiously believing it to be true and knowing it is of the 
same force and effect as if made under oath. 
 
 

__________________________________________ 
Signature 

Declared before me at _____________________ 
in the Northwest Territories, this ________ 
day of _______________________________, 20_____ 
 
 
_________________________________________________ 
(Signature) 
 
 
____________________________________________ 
(Stamp or Printed Name) 
A Commissioner for Oaths/Notary Public 
in and for the Northwest Territories. 
 
My Commission expires_________________ 
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APPENDIX B: 
 

Statutory Declaration with Record 
 
 
I, _____________________________, born on _________________ in _______________________________, residing at 
___________________________, having applied for the position  ___________________________________ with 
_______________________________________________. 
 
DO SOLEMNLY DECLARE: 

 
I have been convicted of the following Criminal Code or drug offense(s): 

  
I have charges pending with respect to the following Criminal Code or drug offense(s): 

  
I have received a record suspension (pardon) for the following sexual offence(s): 

  
 
I understand that the information provided in this Statutory Declaration will be used to provide 
assurance to the GNWT that my criminal record does not place the GNWT or its clients at risk and 
the Statutory Declaration is an interim measure in place at the beginning of my employment until 
the GNWT receives my criminal record check including, if applicable a vulnerable sector check;  
 
I understand that my employment is conditional upon the receiving verification of the details of my 
criminal record check, including if applicable, a vulnerable sector check and final assessment by my 
Deputy Head; 
 
I understand that the personal information collected by the Employer is protected under the Access 
to Information and Protection of Privacy Act and is to be treated with the utmost confidentiality; 
 
And I make this solemn declaration, conscientiously believing it to be true and knowing it is of the 
same force and effect as if made under oath. 
 

_________________________________________ 
Signature 

Declared before me at _____________________ 
in the Northwest Territories, this ________ 
day of _______________________________, 20_____ 
 
_________________________________________________ 
(Signature) 
 
 
____________________________________________ 
(Stamp or Printed Name) 
A Commissioner for Oaths/Notary Public 
in and for the Northwest Territories. 
 
My Commission expires_________________ 
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