Criminal Record Check Application	[image: ]

To participate in your practicum courses, you must complete the online Criminal Record Check process.  TRU will be billed for this process, so you will NOT have to pay.
Please follow the instructions carefully:  
Step 1: Go to this link https://justice.gov.bc.ca/screening/crrpa/org-access.   
· Input the access code HB3TC8YNCA. Click Continue. The screen will take you to the process with Step 1 “Checklist”.  
· Read and follow the prompts. 
Step 2: Organization Information  
· Input “Student” to the field “Job Title”  
· Click “Next”  
· Scroll to the bottom of the “Terms of Use” and check the box for “I have read and accept the above Terms of Use  
· Click “Next”  
 Step 3: Log In  
· If you do have or have just created your BC Services Card as instructions above, please click on “Log In with BC Services Card”.  
· If you do not have and do not want to have a BC Services Card, please click “Continue without your BC Services Card”.  
	  
	Log In with BC Services Card  
	Continue without your BC Services Card  

	3.1  
	Choose either “Continue with”:  
· BC Services Card app, or  
· Username/password + BC Token  
	Enter your information in the fields.  
Follow the information on the screen and click “Next”  

	3.2  
	BC Services Card app:  
Enter the pairing code into the mobile app.  
Follow the directions on the app and website. 
	Username/password + BC Token.  
Follow the instructions on the screen.  
  
	Review all the information you have just provided.  
Click “Next”  

	3.3 
	The screen will take you to Step 4 “Personal Information”. Please make sure all the information is correct.  
Click “Next”. Review all the information. Click “Next”. 
	We do not have a sample for this so if you have difficulties while doing this, please reach out to your Program Assistant  
 
	Terms and Conditions  
Check the box for declaration and click “Next”  
 

	3.4  
	Terms and Conditions: 
Check the box for declaration and click “Next”  
	  
	Check all the boxes and input “Date signed”  
Click “Submit”  
 

	3.5  
	Check all the boxes and input “Date signed”  
Click “Submit”  
	  
	You MUST email two pieces of photo ID (one primary and one secondary) to your Program Assistant using your myTRU email account for identity verification purposes.  


 
Your request for a criminal record check is now in-progress. The results are sent directly to TRU within 3-6 weeks. 
Sharing a Criminal Record Check 
An applicant may be able to share a previous criminal record check with a new organization if they have a valid check that was completed by the CRRP within the last 5 years for the same “works with” category. If this option exists to the applicant, it will be presented at the Information Review page.   
Note: It is important to contact the organization to confirm if they will accept a previous criminal record check clearance. An organization can decide whether it will accept a shared criminal record check result and may ask the applicant to consent to a new criminal record check.  
If the applicant chooses to share their previous valid criminal record check, they will be directed to a page where they will be required to Consent to Share a Criminal Record Check. 
 Notes: 
· Do not go to the RCMP for your Criminal Record Check.  
· You will not receive a copy of the clearance letter. It comes directly to TRU and can only be seen by authorized TRU employees.  
· For additional help and a video titled “CRC Applicant Process”, please look here: Apply for a criminal record check - Province of British Columbia (gov.bc.ca) 
· If you have questions, please reach out to soe@tru.ca. 
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