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CRC IMPLEMENTATION CHECKLIST

DATABASE SETUP

C  HIRE FILE (1,5,2) - Ensure employees with a current CRC ( less then 5 years) have their
dates entered in the Hire file as shown in this example.

HIRE_INFO DATE Y/N FILE &
06 = CRIMINAL RECORD 24-Jan-1997 ¥

C CRIMINAL RECORD CHECK STATUS CODES (10,1,3,38.1) 8 Set-up the C,E,F and R codes
as noted in the documentation below. We al so recommend setting up 0S6

C CRC CRIMINAL RECORD CHECK PROFILE MAINTENANCE (10,2,15) 8 Setup the profile.
Some fields will be filled in with recommended defaults.

CRC EXTRACT STEPS

C CRC EMPLOYEE SELECTION (1,15,1) 8 PRELIMINARY
Run this process to select the employees requiring a CRC Check. Run the process in
Preliminary first to confirm the selected employee list is correct.

C CRC EMPLOYEE SELECTION (1,15,1) 6 FINAL
Run this process to select the employees requiring a CRC Check. Individual records will be
created in the CRC Employee Maintenance File.

The CRC Employee Mainte nance records will change to a status
CRC.

C CRC EMPLOYEE MAINTENANCE (1,15,2) 8 Use Maintenance to individually add or remove
employees prior to moving to next step.

C CRC DATA EXTRACT (1,15,3) 8 Run this process to extract eligible employees in the
Maintenance file, to create the CRC Extract file that will be sent for clearance. The extract
file will be emailed to you.
The CRC Employee Maintenance records wildl change to

C Upload CRCReturn File 6 Use FTP or other tools to upload the returned, cleared file to the
SRB server. Note the file location as you will need to enter that in the next step.

C CRC RETURNED DATA PROCESSING (1,15,4) 8 PRELIMINARY
Process the file, in Preliminary first to confirm there are no errors and data looks as
expected.

C CRC RETURNED DATA PROCESSING (1,15,4) 6 FINAL
Process the file. The Hire File date will be updated and the CRC Employee Maintenance
records will change to a status of 0CO6 meaning Cleec
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FREQUENTLY ASKED QUESTIONS

I do nd to saleatremployees who are going to resign in Jure.
1.Create a new status code sulf6h3,3sl. 60S=Skip in Extrac

2. Enter this status code in 06=STATUS CODE TO EXCLUDE EMPLOY EES FROM CRC SELECTION of the
CRC Criminal Record Check Profile (10,2,15).

3. Enter the employees individually in the CRC Employee Maintenance (1,15,2,1) with this
status code. They will be skipped on all CRC extracts.

We need to spread out the first extract over 2 budget years.

Select a sub-set of employees using the STARTING NAME and ENDING NAME selection
range when running the CRC Employee Selection (1,15,1) . Forexample, if year 1 you
might extract and submit only Support staff with last names beginning with A-G.

Another suggestion is to reduce the age range cut-off. Instead of the default date of
excluding everyone 64 or older, change the cut-off to 55 under the assumption there
may be retirements in the near future.

SRB Criminal Record Check User Guide 8 November 2009 Page 3
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1,15 CRIMINAL RECORD CHECK MENU

The CRIMINAL RECORD CHECK MENU gives you access to the modules that select and

maintain employee records f or Cr i mi nal Record Check, extract s
and update employees® data with results from the
meant to ensure that all required employees comply with Provincial requirement for the

Crimir]l\al Record background check. Employees who fail to clear this check can easily be

identified.

DATE: dd - Mmmyy YOUR COMPANY NAME APPEARS HERE (V#) TIME: hh:mm PM
SECURITY: OFF
Criminal Record Check Process Menu

1 =CRC Employee Selection

2 =CRC Employee Maintenance

3 =CRC Data Extract

4 = CRC Returned Data Processing
5 = CRC Report

Module:

SRB Criminal Record Check User Guide 8 November 2009 Page 4
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1,15,1 CRC EMPLOYEE SELECTION

The CRC EMPLOYEE SELECTION module lets you select employees for the Criminal
Record Check.

Original core
PRM Screen

\

PROCESSING: On line OUTPUT: PRINTTO SCREEN  COPIES: 1 10VP50
RUN TIME: <TODAY><NOW> FORM: None OTHER <HELP>

CRC Employee Selec tion

Starting Last Name of Employees _ _ Ending

Employee Status Code(s) to Exclude

Employee Category

Select Employees Cleared Prior To

Exclude Employees Older Than (Yrs)

Comment

Employee number

Preliminary/Final [P/F]

},‘ CRC Employee Selection

1A

=RACE X

Crc Employee Selection

85100

BExit [ ®Generate Report &YOutput Options

rocessing: On-line utput:
P ing: On.-li Output: OUTPUT TO SCREEN
\\ Run Time- <TODAY> <NOW= Form: None

Batch No: 1 103YKO
Copies: <HELP=

N

Starting Last Name Of Employees Ending

Employee Status Code(S) To Exclude

9 9

Employee Category
Select Employees Clearad Prior To ™M
Exclude Employees Older Than (Yrs)

Comment

Employee Number Fo

Preliminary/Final [P/F] G

SRB
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Starting Last Name of Employees
Enter the first few characters of the Last Name of employees for selection.
System will compare entered characters with the last name of the employees for
selection.

Ending (Last Name of Employees)
Enter the first few characters of the Last Name of employees for selection.
System will compare entered characters with the last name of the employees for
selection.

Employee Status Code to Exclude
Enter the status of employees that will NOT be included for the CRC check. The
default statu s i @ Tedniiriated employees. Up to 30 statuses can be selected.
You should exclude employees that are Deceased and Laid Off.

Employee Category
Enter Category of employees that will be included in the selection. Quite often,
the Provincial requirements dictate this selection. If no category is entered,
employees with all categories will be selected.

Select Employees Cleared Prior To
System will default to a date that is specified number of months (in CRC Profile)
going back from today. User can change this date and entered date will be used
to select employees who have cleared CRC Check prior to this date.
Exclude Employees Older Than (Yrs)

System will exclude employees that are older than specified number of years (in
CRC Profile) as of today. User can change this value at run time. To select all
employees, you may enter 99.

Comment

Enter a comment for this selection (up to 70 characters). It is for district
use/reference only.

Employee Number

If selecting employees individually, then enter the employee number to select. Up

to 200 employees can be selected in one run.

you to select the required employee(s). To select all employees, press RETURN on
this prompt without entering any employee number.

Preliminary/Final

SRB
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If a Preliminary run is selected, only the report of employees that would have
been be selected is prepared. No file updates are done. If a Final run is selected,
a report of selected employees is prepared and CRC file is updated with the
selected emmikde.yeesd re

1,15,2 CRC EMPLOYEE MAINTENANCE

This module lets you maintain the Selected Employe
for the CRC. This is necessary to ensure that onl
sent to CRC authority as each CRC check costs the district significant amount of money.

1,15,2.1 CRC EMPLOYEE RECORD ADDITIONS

Normally, you will have no need to add the employees manually. This task is mainly
handled by the CRC Employee Selection option. However, you can add an employee record
under special circumstances.

CRC EMPLOYEE RECORD ADDITIOS

01= EMPLOYEE

02= CRC DATE

03= CRC STATUS

04= COMMENT

7% CRC Data Maintenance i = | 5 o

Crc Employee Record Additions &1 @

@' Save and Exit a Save * Quit

01= Employee | )
02= Crc Date T M
03= Crc Status F

04= Comment

01= EMPLOYEE

Enter the Employee number that you wish to Addt he data for.dd&tandar
function will allow you to select the required employee.

SRB Criminal Record Check User Guide 8 November 2009 Page 7
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02 = CRCDATE

You can enter a date in YYYYMMDD or YYMMDD fo
display all the records for this employee. For Add function the date you enter

MUST be AFTER the latest date in the file. This is done to protect the History of
all the CRCs for the employee.

03 = CRCSTATUS

There are four valid status values: Cleared, Extracted, Required and Failed. You

cannot enter 6 Ext racted?©o status because this

t as k [
function.

04 = COMMENT

Enter a comment for this selection (up to 70 characters). It is for district
use/reference only.

1,15,2.2 CRC EMPLOYEE RECORD CHANGES
01= EMPLOYEE

Enter the Employee number that you wish to cha
function will allow you to select the required employee. If the employee does not
have any CRC records in the file, the system will inform user of the same.

02 = CRC DATE
You can enter a date in YYYYMMDD or YYMMDD fo
display allt he records for this employee. For ©6Chan
can select only the latest record. This is done to protect the History of all the
CRCs for the employee. | f t he | atest recordd

system will allow you to change only the comment as the data may have already
been sent to CRC authority.

03 = CRCSTATUS

There are four valid status values: Cleared, Extracted, Required and Failed. You
can change this status if the existing value for this field is Cleared, Required or

Failed. You also will be able to delete records that have status of Cleared, Failed
or Required.

04 = COMMENT

Enter a comment for this selection (up to 70 characters). It is for district
use/reference only.

SRB Criminal Record Check User Guide 8 November 2009 Page 8
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1,15,2.3 CRC EMPLOYEE RECORD DELETIONS
You can delete only the latest record for an employee if the status on that record
is Cleared, Failed or Requested.

1,15,2.4 CRC EMPLOYEE RECORD INQUIRIES
Enter the number of the employee to inquire on CRC records history. Press
<FIND> to search for the employee by last name. Leave blank and <CR> to exit.
For the date, press Find key to select the record that you need to display.

SRB Criminal Record Check User Guide 8 November 2009 Page 9
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1,15,3 CRC DATA EXTRACT

This function will extract the necessary data for all employees whose latest status is
Required or Failed. For employees whose latest status is Cleared and the date of their last
clearance is prior to the clearance validity, their data will also be selected for a new CRC
check. The following screen will display for this selection:

Check Authority.

01=EXTRACT DATE 20090820

02=MERGE PROFILE

03=E- MAIL ADDRESS

04=REPORT TITLE

05=PRELIMINARY/FINAL [P/F]

CRC DATA EXTRACT AND REPORT

This function will extract Employee data for the Criminal Record

Ei CRC Employee Selection

=HACE X

Crc Data Extract And Report

|l

190

BExit “Generate Report  &Output Options

Processing: On-line
Run Time- <TODAY> <NOW:=

Output: OUTPUT TO SCREEN

Form: None

Batch No: 1 103350
Copies: <HELP>

01=Extract Date 20091029 m

02=Merge Profile
03=E-Mail Address

04=Report Title

05=Preliminary/Final [P/F] =, <)

01 = EXTRACT DATE

By default, Today®os

date wil

di splay for

to Today or beyond one year in the future. This is to ensure the integrity of the CRC

History data for employees.

02 = MERGE PROFILE

This prompt is displayed for information only. For BC School Districts, TAB profile is

required.

03 = E-MAIL ADDRESS

SRB
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This E-mail address is taken from the CRC Profile. You may change this e-malil

address (if necessary). When running in Final mode, the extracted file will be e-
mailed to this address.

04 = REPORT TITLE
Enter a suitable title for this extract report.
05 = PRELIMINARY/FINAL [P/F]

Enter 6P6 to run this process in Preliminary mc
employees that will be selected for CRC. You may want to review this report to

ensure that only the required employees are selected. If any changes are required,

use the CRC file Maintenance function to include /exclude the employees.

Enter O6F06 to run this process in &repoabfalnode. Tt
selected employees and will also create a data file in CRC compatible format.

SRB Criminal Record Check User Guide 8 November 2009 Page 11
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1,15,4 CRCRETURNED DATA PROCESSING

This function will update Employee data with the returned data from CRC authority. The
retumed CRC file can reside in any accessible VMS directory and with .RET as file
extension. After successful processing in Final mode, It will be renamed as .CRC_DONE

In Final mode, the CRC Data file will be updated with returned with CRC Status and date
will be updated in the Hire file (if the district has defined these fields on the Hire screen).
The following screen will display for this option:

PROCESS RETURNED DATA FROM CRC AUTHORITY
This function will update Employee data with the returned CRC file.
After successful update, the returned CRC data file will be renamed

as filename.CRC_DONE

01=LOCATION OF RETURNED FILE

02=RETURNED CRC DATA FILE NAME

03=PRELIMINARY/FINAL RUN [P/F]

7, CRC Process Returned Data

o o[ e

Process Returned Data From Crc Authority

190

BExit %Generate Report &Output Options

Processing: On-line Qutput: OUTPUT TO SCREEN
Run Time: <TODAY: <NOW:> Form: None

Batch No: 1 1033T0
Copies: <HELP=

This imetion will update Employee data with the rehirned CRC file,
After successful update, the returned CRC data file will be renamed
as filename. CRC DONE

[l O1=Location Of Returned File
02=Returned Crc Data File Name

03=Preliminary/Final Run [P/F] Fo

01 = LOCATION OF RETURNED FILE

Enter a valid VMS directory specification or VMS logical pointing to a directory where
the retumed CRC Data file resides. The system will display all the .RET files from

that directory for your selection.

02 = RETURNED CRC DATA FILE NAME

SRB Criminal Record Check User Guide 8 November 2009
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Choose a file from displayed list or enter a valid VMS file name with .RET as the file
extension. This will be the returned file from CRC authority. If the process is run in

Final mode, this file will be renamed to .CRC_DONE after successful a update.

After every Final run, you may want to print the report file and retain it for a time
period determined by your district office.

03 = PRELIMINARY/FINAL RUN [P/F]

Enter 6P6 to run this process in Preliminary m
which employees would have been updated will be prepared.

In the Final mode, employeeds data and the CRC
data from the CRC authority. A report of the update will also be prepared.

SRB Criminal Record Check User Guide 8 November 2009 Page 13
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1,15,5 CRCREPORT

This function will prepare a
specified date range.

report

of selected

employees?d

PROCESSING: On line
RUN TIME: <TODAY><NOW>

CRC DATE RANGE 20081029
EMPLOYEE CATEGORY (10)
CRC STATUS (10)

EMPLOYEE SORT [A/N]

REPOR TITL E

OUTPUT: PRINT TO SCREEN
FORM: None
CRIMINAL RECORD CHECK REPORT

COPIES: 1 1033HO0
OTHER <HELP>

FROM TO

E\ CRC Employee Selaction

e

Criminal Record Check Report

190

BExit

“Generate Report  @&Output Options

Processing: On-line

Output: OUTPUT TO SCREEN

Batch Mo: 1 1033Z0

Employee Sort [A/N]

Report Title

Run Time: <TODAY= <NOW= Form: None Copies: <HELP=
Crc Date Range 20081029 ™ iz
Employee Category (10) G
Crc Status (10) L= )

CRC DATE RANGE

Enter starting and ending date of the period for which you want to prepare the

report of CRC History records.
EMPLOYEE CATEGORY

Enter up to 10

required category.

CRC STATUS

empl oyee

categories

tydo select ec t

Enter up to 10 CRC statuses to select records for. Press <CR> to select all statuses.

EMPLOYEE SORT [A/N]

SRB
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Enter A to prepare the report by Employee Name, N to prepare the report by
Employee Number.

REPORT TITLE

Enter a suitable title for the report.

SRB Criminal Record Check User Guide 8 November 2009 Page 15
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10,2,15 CRC CRIMINAL RECORD CHECK PROFILE maintenance

The CRC CRIMINAL RECORD CHECK PROFILE MAINTENANCE module let you change and
view the CRC profile.

CRC CRIMINAL RECORD CHECK PROFILE

01 = CRC VALIDITY IN MONTHS 59
02 = FIELD# ON HIRE FILE FOR CRC DATE(8 -18 - OIF NONE) 8

03 = FIELD# ON EMP DEMO SCREEN 3 FOR BIRTHPLACE(1 -40 - 0 IF NONE) 00
04=E -MAILADDRESSFORCRCFILE TEST@TEST.COM

05 = EXCLUDE EMPLOYEES OLDER THAN ## YEARS (55 -99) 64

06 = STATUS CODE TO EXCLUDE EMPLOYEES FROM CRC SELECTION

07 = LOCATION OF RETURNED CRC FILE MAIL MERGE CHANGES

FIELD TO CHANGE [##]

01 = CRC VALIDITY IN MONTHS

Enter the number of months that the Criminal Record Check is valid for in your
province. Generally, the CRC is valid for 5 years or 60 months. When selecting
employees for the CRC check, the system will subtract specified number of months
from the date of selection and select employees who have had the CRC check done
prior to the calculated date.

02 = FIELD# ON HIRE FILE FOR CRC DATE (8-18 - O IF NONE)

If your school district maintains the CRC date and status on the Hire Screen (User
defined fields), then enter the field number of the CRC Date. If you do not have that
field on the Hire screen, enter 0.

03 = FIELD# ON EMP DEMO SCREEN 3 FOR BIRTH PLACE (1-40 - O IF NONE)

If your school district maintains the Birth place of employees in one of the user
defined fields (on the third screen of Employee Demographics Maintenance), then
enter that field number. If not, enter 0.

04 - E-MAIL ADDRESS FOR CRC FILE

Enter the E-mail address of the person at your District office who will be responsible
for sending, receiving data to and from the CRC Authority in your province. The
CRC Data extract function will default to this e-mail address where the extract data
will be sent.

SRB
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05 8 EXCLUDE EMPLOYEES OLDER THAN ## YEARS (55-99)

Enter the age of employees in years, after which, eligible employees will not be
selected for CRC Check. This will prevent those employees that are about to retire in
your district from being selected for CRC check.

06 8 STATUS CODE TO EXCLUDE EMPLOYEES FROM CRC SELECTION

Enter a valid CRC status code. If any employees have this code in their latest record
in CRC file, then these employees, even if eligible, will NOT be selected for CRC
Check. Use this code to exclude certain exception employees from being selected.

07 6 LOCATION OF RETURNED CRC FILE

Enter a valid VMS directory specification or VMS Logical pointing to a directory on
your system, where the returned files from CRC Authority will be found. This default
will be used in the processing of the returned CRC file module. You may leave this
value to be blank as well.

SRB Criminal Record Check User Guide 8 November 2009 Page 17
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10,1,3,38.1 Criminal Record Check Status Codes

CRIMINAL RECORD CHECK CODE ADDITIONS

01 = STATUS CODE
02 = DESCRIPTION

01 = CRIMINAL RECORD CHECK CODE

Enter a one digit code for Criminal Record Check status. You must set up these
codes but can also create otheruser-de f i ned codes such a 0S = Skip

C = Cleared the Criminal Record Check
E = Employee data extracted for Criminal Record Check
F = Employee did NOT clear Criminal Record Check

R =Request Criminal Record Check for the employee

02 = DESCRIPTION
Enter up to a 30 character description of the specified CRC code above.

10,1,3,38.2 Criminal Record check CODE CHANGES

Refer to ADDITIONS for documentation on this option.

10,1,3,38.3 criminal record check CODE DELETIONS

01 = STATUS CODE

Enter the CRC Status code to delete. Press <FIND> to view codes. Leave this field
blank and <CR> to exit.

DELETE RECORD [Y/N]

Enter 'Y' to delete this record, 'N' to abort the deletion.

SRB Criminal Record Check User Guide 8 November 2009 Page 18
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10,1,3,38.4 CRIMINAL RECORD CHECK CODE INQUIRY

Refer to ADDITIONS for documentation on this option.

SRB Criminal Record Check User Guide 8 November 2009 Page 19



