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Rotary Club of Kingston 

Preferred Practices 

For 

The Protection of 
Vulnerable Persons 

 
 

 
An important note for the users 

 
The attached Preferred Practices are written to enhance, and in some respects to standardize, various 
key activities in our club. They should be treated and used more as guidelines than as a rigid set 
of rules and regulations. In no way should independent thought and initiative be curbed as a result of 
adopting the Preferred Practices. 
 
Please remember that Preferred Practices stem from our Club’s combined experience in organizing 
activities efficiently and smoothly. If there is a doubt that a particular Preferred Practice is impractical, or it 
is non-functional due to a particular set of circumstances, please bring it to the attention of the person 
responsible for Knowledge Management or the Club President or any Board Member. 
 
It is emphasized that this document merely gives guidelines to committee chairs and other Rotarians, and 
neither the Rotary Club of Kingston nor the persons who have written this document will be held liable in 
any event. 
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Rotary Club of Kingston (RCK) 

Club Service – General Administration 

Preferred Practices for the Protection of Vulnerable Persons 
 

 

KEY FUNCTION OF THIS PRACTICE 

 

1. To create and maintain a safe environment for vulnerable persons who participate in 

Rotary activities 

2. To ensure consistent application of and adherence to the Rotary District 7040 Youth 

Protection Policy (amended October 2015) 

3. To safeguard the privacy of information provided by Rotary volunteers to the Club 

4. To communicate effectively within and outside the Club 

 

 

AIM OF THIS DOCUMENT 

 

To ensure that all Rotarians are aware of their obligations regarding the safeguarding of 

vulnerable persons. 

 
 

RECENT AMENDMENTS 

 

This document was extensively modified in February-April, 2021 in an effort to:  

 

a. amend the requirement that all club members (including new members) be in 

possession of a Canadian Police Information Centre – Vulnerable Sector (CPIC-VS); 

b. amend the requirement for Board approval for a CPIC-VS exemption; 

c. allow for an annual check of individual CPIC-VSs; 

d. define those circumstances requiring Volunteer Applications and the Five Step 

Screening Process in addition to the CPIC-VS;  

e. provide guidance for reference checks and for personal interviews of volunteer 

applicants; and, 

f. provide access to the club data base identifying individuals possessing a CPIC-VS 

and having completed the five step screening process. 

 

Note:  Some Rotarians have voiced concerns that we are not qualified to conduct 

reference checks or personal interviews.  It is true that we have received no training, but 

people like Sherri Agnew have been conducting interviews and reference checks for 

many years.  Also, there is plenty of information available at RI and the District on how 

to perform these functions.  In Appendices 3 and 4 there are sample questions which are 

an exact copy of those required by District.  District created this list based solely on the 

RI Rotary Youth Protection Guide.  Hopefully these guides will provide us enough 

information to move forward.  A new addition to our process is the requirement for an 
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Annual Confirmation Interview which will be covered in the body of this Preferred 

Practice. 

 

 

DEFINITIONS 

 

Vulnerable Person:  A vulnerable person is someone who belongs to a group within society that 

is more susceptible to harm. This includes but is not limited to; children, minors, senior citizens, 

or individuals of any age who are physically or mentally disabled.  In general these are persons 

who are less capable of protecting or defending themselves.  

 

Adult: Any person over the age of 18 except; Youth Exchange Students and Interactors as 

discussed below. 

 

Minors: Minors are generally defined as individuals less than 18 years of age.  However Youth 

Exchange Students and Interactors, regardless of age, are treated as minors under the District 

7040 Youth Protection Policy and this Practice.   

 

Exception: Rotaractors regardless of age are not considered minors and are not covered under 

the District 7040 Youth Protection Policy or this Practice. 

 

SCREENING REQUIREMENTS FOR ROTARIANS AND VOLUNTEERS 

 

Individual Rotarians and Rotary volunteers are encouraged to complete personal screening, in 

the following instances: 

 

Joining Rotary: Individuals wishing to join the RCK,  are encouraged to obtain a Canadian 

Police Information Centre – Vulnerable Sector (CPIC-VS) report which will allow them to 

participate in a broader range of club activities.  In those cases when a CPIC-VS is unnecessary, 

an exemption can be requested from the Club Secretary.  The cost of the initial CPIC-VS will be 

borne by the RCK. 

 

Club Membership: Aside from those with exemptions, all regular club members are required to 

renew their CPIC-VS report every 3 years.  Individuals will be advised to renew their report 3 

months prior to the expiration of their current report.  Once obtained individuals will 

show/scan/email the original report to the CPIC administrator (Club Secretary) who will keep a 

copy of the report.  The costs of obtaining follow-on CPIC-VS reports will be borne by 

individual members.  Individuals who believe they no longer require a CPIC-VS report may 

apply to the Club Secretary for an exemption.  The RCK is presently operating with 65% of the 

membership holding valid CPIC-VSs.  At this level there are adequate qualified personnel for all 

club requirements. 

 

Interaction with Vulnerable Persons: All individuals (Rotarian and non-Rotarian) engaged in 

Rotary activities that may result in an unsupervised one-on-one interaction with a vulnerable 

person must complete the 5 step screening process and be certified as outlined in the District 

7040 Youth Protection Policy.  This includes all youth programs; Youth Exchange, Early Act, 
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Interact, RYLA, Rotary Adventures, or any Rotary-sponsored program or activity involving 

vulnerable persons.    

 

Annual CPIC-VS Confirmation: Some of the agencies RCK operates with as well as District 

would prefer to see CPIC-VSs renewed annually.  This presents difficulties of time and personal 

expenses.  Locally, we have satisfied this requirement by assuring partners that we will contact 

CPIC-VS holders annually to confirm the continuing validity of their CPIC-VS (see Appendix 

5).  District continues to press for annual renewal and a minimum annual Criminal Background 

Check.  RCK will continue to use annual confirmation interviews until the dust settles. 

 

Youth Exchange Host Family:  All persons over 18 in a YEX Host Family must be certified in 

accordance with the District 7040 Youth Exchange Program requirements. 

 

Exception: Non-Rotarian adult volunteers who will have an indirect or supervised interaction 

with youth and no opportunity to have a one-on-one interaction have no specific screening 

requirements, provided at least one certified adult volunteer is supervising the event.  The 

minimum supervisory ratio required for any event is 1 fully vetted supervising adult for up to 8 

vulnerable persons.  

 

Note: Vulnerable sector rules and regulations at the RI and District levels are focused on youth, 

but what about the elderly?  What happens if our ABCs of Fraud team addresses a group of 60 

seniors at a Retirement Home for an hour?  By the rules, 8 fully vetted supervising adults are 

needed yet common sense would suggest a less rigid interpretation.  These people are already in 

a controlled and supervised setting so there is no opportunity for an unsupervised one-on-one 

interaction with a vulnerable person.  Sometimes there is no need for fully vetted supervision and 

common sense should prevail.  Where RI and the District are most concerned are the “one-on-

ones” (picking up a student in Montreal and driving back to Kingston, for example) and 

overnight events. 

 

DISTRICT 7040 SCREENING PROCESS  

 

The five step screening process includes the following elements: 

1. VOLUNTEER APPLICATION - a two page form that the volunteer signs and submits 

to provide personal information, references, criminal history declaration, and consent and 

release section.   A new application is required whenever information changes or after 3 

years if there are no changes (see Appendix 1).  

2. SEXUAL ABUSE AND HARASSMENT TRAINING – Completion of a standardized, 

online youth protection training program.  The training is good for 3 years.  Individuals 

requiring training will contact the Club Secretary who will request that the District Youth 

Programme Coordinator (DYPC) email training invitations to the individual.  The 

individual will advise the Club Secretary when this training has been completed and the 

Club Secretary will confirm successful completion of training with the DYPC.   

Note: In 2021 the DYPC is Ariane Carriere ariane.carriere@rotary7040.com 
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3. POLICE BACKGROUND CHECKS – Every 3 years, volunteers will apply directly to 

their local police department for a CPIC-VS report.  Volunteers will be advised three 

months prior to the expiry of their CPIC-VS by the Membership Secretary. 

4. REFERENCE CHECKS - This is a documented follow up with the references listed on 

the Volunteer Application.  These inquiries will be conducted by selected members using 

the template provided in Appendix 4. 

5. PERSONAL INTERVIEW - This interview is conducted by selected members using the 

questions provided in Appendix 3. 

ACCESS TO VULNERABLE SECTOR CERTIFICATION 

There will be occasions when members of our club will need to identify CPIC-VS qualified 

individuals to perform certain duties.  This information is maintained by the Club Secretary with 

the Membership Secretary maintaining a back up copy.  It can be accessed through the Club 

Secretary or, in his/her absence, the Membership Secretary. 

RECORDS MANAGEMENT/CERTIFICATION 

 

The Club Secretary will administer the process for certifying individuals who have completed 

screening/training.  All records will be kept in a secure location and made available upon request 

for review by the District 7040 Youth Protection Officer. 

 

The Membership Secretary will advise Rotarians three months prior to when a new CPIC is 

required and when updated online youth protection training is required.  Annually the Club 

Secretary will prepare a list of all Rotarians and Rotary volunteers who have successfully 

completed the screening process or have maintained their status.  The President and Secretary 

will complete the Club Certification and forward to District (see Appendix 2). 

 

Prepared by: Rotarian Don Heath     Date first written: July, 2018 

Amended by: Rotarian Don Heath    Date: January 23, 2019 

Amended by: Rotarian Allan Dunlop   Date: June, 2021 
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Appendix 1 

 

Rotary District 7040 Vulnerable Person Volunteer Application  
 
Privacy Statement: Information obtained herein will be used exclusively to determine my eligibility for 

a D7040 volunteer position and the information obtained will not be shared with anyone not directly 

involved in the eligibility process. Any information obtained relevant to an individual who is not 

accepted, or who is withdrawn before becoming a part of the program will be destroyed.  District 7040 is 

committed to creating and maintaining the safest environment for all participants in Rotary activities. It is 

the duty of all Rotarians, their spouses and partners, and any other volunteers to safeguard to the best of 

their ability the welfare of vulnerable persons involved in Rotary programs or activities and prevent 

physical, sexual, or emotional abuse.  

 

PLEASE PRINT 

Personal Information  

 

First Name_____________ Middle Initial _____ Last Name _________________________  

 

Date of Birth _________________________ (DD/MM/YYYY) Gender: ____Male ___Female  

 

Address ___________________________________________________  

 

Apt/Unit # ____________________ City ___________________________________________  

 

Province/State _________ Postal /Zip Code ________________                                              

 

How long at this address? _______years. (If less than 5 years, list previous address(es) on 

separate sheet )  

 

Home Phone # ___________________________ Work Phone # __________________________  

 

Cell Phone # _________________________ E-mail Address ____________________________  

 

Spoken Language(s) ___ English _____French _______ Other ___________________________ 

 

Employment Status (optional)  

 

Current Employer   _____________________________________________________________ 

 

Address ______________________________________________________________________  

 

City ________________________ Province/State __________ Postal /Zip Code ____________  

 

Phone # ___________________Position/Title________________________________________ 

 

Supervisor_______ _____________________________How long with this company  ______yrs  
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Volunteer History with Youth (optional)  

 

Rotarian? ________. If yes, which club? ____________________________Yr. joined ________  

 

Describe any previous experience with youth. 

_____________________________________________________________________________ 

 

_____________________________________________________________________________ 

 

Volunteer organization other than Rotary____________________________________________ 

 

Phone #________________Address ________________________________________________  

 

City ___________________________ Province/State __________ Postal /Zip Code _________  

 

Position or Title__________________________________ Dates held:_____________________  

 

Personal References  
 

Please list two personal references, including their addresses and phone numbers: (may not be a 

relative and no more than one former, or current Rotarian)  

 

1. Name ____________________________________Relationship to you __________________  

 

Phone # _________________E-mail________________________________________________ 

 

2. Name ____________________________________Relationship to you __________________  

 

Phone # ________________E-mail_________________________________________________ 

 

Criminal History  
 

Have you ever been convicted of any crime? Yes ______ No______.  

 

Have you ever been subject to any court order (including civil, family, and criminal courts) 

involving sexual, physical, or verbal abuse, including but not limited to domestic violence or 

criminal harassment injunction? Yes ______ No______.  

 

If yes to either question, please explain indicating date(s) of incident(s) and the location in which 

each occurred (attach a separate sheet(s) if necessary).   

 

_____________________________________________________________________________ 

 

_____________________________________________________________________________ 

 

_____________________________________________________________________________ 
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Consent & Release Agreement 

 

I certify that all the statements in this application and in any attachments hereto, are true and 

correct to the best of my knowledge. I also certify that I have not withheld any information 

which would affect this application unfavorably if disclosed. I understand that any omission of 

facts or misrepresentation could result in my elimination from consideration as a Rotary 

Volunteer, or removal from the Rotary program if such omission or misrepresentation is revealed 

after I am accepted as a volunteer.  

 

 

Name: __________________________________________________  

 

 

 

Signature: __________________________________________ Date____________________  

 

A new application is required whenever the above information changes or after 3 years.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Privacy Statement: Information obtained herein will be used exclusively to determine my eligibility for a D7040 youth volunteer 
position and that the information obtained will not be shared with anyone not directly involved in the eligibility process. Any 
information obtained relevant to an individual who is not accepted, or has withdrawn will be destroyed. 
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Appendix 2 

 

 

D7040  CLUB CERTIFICATION   

APPLICATION TO WORK WITH VULNERABLE  PERSONS 

 

 

The following checklist represents the minimum requirements for club certification to work with 

vulnerable persons. For each statement below with which your club complies, place a check mark in the 

leftmost box. 

 

 A copy of this application completed and signed by your club president and club secretary 

 

PROGRAM ADMINISTRATION 

 

 Club complies with D7040 Youth Protection Policies. 

 

 Club utilizes the Volunteer Application for all Rotary volunteers who work with vulnerable persons, 

including the club’s program chair and associated committee 

 

 Retains copies of all documents utilized which will be made available for inspection by the D7040 

Youth Protection Officer.  

 

 Club complies with Rotary International’s guidelines for use of Rotary Marks as detailed in the 

Manual of Procedure, in promotional materials, including any web sites. 

 

HOST FAMILIES  

 

 No host families are used (skip to Incident Handling below). OR 

 

 Host Families are screened by means of: 

 

1. Completed Volunteer Application and copies of the program’s rules and requirements.  A 

signed release for reference check and criminal background check for the responsible 

adult that will be the supervisor at all times during the host period. 

 

2. Interviews in which all family members that live in the home are present to determine 

suitability for hosting. 

    . 

 Emergency Contact information provided to program’s vulnerable persons must include the 

following: 

i. Sponsoring club president  

ii. Sponsoring club program chair 

iii. Sponsoring club program committee (as appropriate) 

iv. Local law enforcement agencies 

v. Local emergency medical facility 
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INCIDENT HANDLING 

 

 Comply with following District 7040 Vulnerable Persons Procedures 

 

1. Any adult involved in a Rotary vulnerable persons program against whom an 

allegation of sexual abuse or harassment is made must be removed from all contact 

with vulnerable persons until the matter is resolved.  This may include removing a 

youth from the host family and placing in temporary housing.   

 

2. Any Rotarian who admits to, is convicted of, or is otherwise found to have engaged 

in sexual abuse or harassment will be terminated from Rotary club membership. 

 

3. Any non-Rotarian who admits to, is convicted of or is otherwise found to have 

engaged in sexual abuse or harassment must be prohibited from working with 

vulnerable persons in a Rotary context. 

 

4. Report all serious incidents such as accidents, deaths, crimes, etc., and any 

allegations of abuse or harassment to the District Youth Service Chair and District 

Governor within 24 hours 

 

5. Immediately report all cases of sexual abuse or harassment to the appropriate law 

enforcement authorities. 

 

We the Club President and the Club Secretary of the Rotary Club of  Kingston, Ontario, Canada being the 

parties responsible for vulnerable person activities in the club certify that each of the above marked 

statements is true and correct as of July 1, ____________ (specify year). 

 

Club President: 

 

 

_______________________________/_________________________________/___________ 

         Print name                             Signature                                                           Date 

 

Address: ____________________________________________________________________ 

 

Phone: ________________________   Email:  ______________________________________ 

 

 

Club Secretary 

 

 

_____________________________/______________________________/_____________ 

         Print name                             Signature                                                  Date 

 

Address: __________________________________________________________________ 

 

Phone: _______________________ Email:  ______________________________________ 
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Appendix 3 

 

VOLUNTEER INTERVIEW FORM 

 

Interviews may be done by teleconferencing.  Listen to the responses.  Mark YES if the 

responses are viewed by the interviewer to be appropriate to the position for which the candidate 

is being interviewed.  Use additional sheets to document the answers if required.  Check second 

tab for references. 

    Youth Program/    Date of 

Candidate:        Position:    interview: 

 

  YES NO NOTES 

1 Do you have any experience 

working with a youth 

organization?  If yes, in what 

capacity? 

   

2 Do you enjoy working with 

children?  If yes, please outline 

your experience. 

   

3 Have you ever registered or 

been screened as a candidate for 

volunteer  work?  If yes, please 

talk about the organization. 

   

4 As a volunteer with this Rotary 

Youth Program you will be 

involved in activities that 

include working with youth and 

the community.  What  are the 

skills you have that will be 

useful to the organization? 

   

5 Is there anything in your back-

ground or past that you believe 

may prevent you from being 

registered as a volunteer with 

this Rotary Youth Program 

/position? 

   

6 Have you ever had any 

involvement with the police or 

other authorities that would 

reflect on your background or on 

your likelihood of being 

screened positively for this 

program /position? 

   

     



 

12 

 

7 Have you been convicted of any 

offence for which you have not 

received a pardon that would 

affect your ability to be 

considered for work as a 

volunteer with this Rotary Youth 

Program /position? 

 

8 

 

Do you know of any limitations, 

physical, mental or otherwise 

that will impede your ability to 

carry out the duties of a Rotary 

Youth Volunteer? 

   

 

 

Interviewer’s 

Signature 

 

 

Recommendation:               YES   /   NO 

 

Print 

Name 
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           Appendix 4 

 
VOLUNTEER REFERENCE CHECK 

 
Reference checks may be done by email, or by videoconferencing.   Mark responses into appropriate 

sections for the person providing the reference.  Use a separate sheet for additional information if 

required. 
   

        How long 

have you 

known the 

candidate? 

What is your 

relationship 

to the 

applicant? 

Does the 

applicant 

work well 

with youth? 

Does the 

applicant 

work well 

with adults? 

Are you 

willing to 

recommend 

the applicant 

to a Rotary 

Youth 

Program? 

Would you 

be willing to 

have the 

applicant 

work one-

on-one with 

your own 

child? 

Would you 

recommend 

the applicant 

as a person 

who can 

handle an 

organization’s 

money? 

 

Reference #1 Name________________________    Date______________   Telephone_______________ 

 

 

 

 

 Yes 

No 

Uncertain 

Yes 

No 

Uncertain 

Yes 

No 

Uncertain 

Yes 

No 

Uncertain 

Yes 

No 

Uncertain 

 

Reference #2 Name________________________    Date______________   Telephone_______________ 

 

 

 

 

 Yes 

No 

Uncertain 

Yes 

No 

Uncertain 

Yes 

No 

Uncertain 

Yes 

No 

Uncertain 

Yes 

No 

Uncertain 

 

Employer’s Name________________________    Date______________   Telephone_______________ 

 

 

 

 

 Yes 

No 

Uncertain 

Yes 

No 

Uncertain 

Yes 

No 

Uncertain 

Yes 

No 

Uncertain 

Yes 

No 

Uncertain 

 

 

 

Interviewer’s 

Signature 

 

 

Recommendation:               YES   /   NO 

 

Print 

Name 

 

Further checks recommended? 

Police/Credit/Other? 
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           Appendix 5 

 

ANNUAL CPIC-VS CONFIRMATION 
 

Interviews may be done by teleconferencing.  Listen to the responses.  Mark YES if the 

responses are viewed by the interviewer as appropriate for continued CPIC-VS validity.  Use 

additional sheets to document the answers if required. 

 

    Youth Program/    Date of 

Candidate:        Position:    interview: 

 

  YES NO NOTES 

1 In the past year, has anything 

occurred that you believe may 

prevent you from being 

registered as a volunteer with 

this Rotary Youth Program 

/position? 

   

2 In the past year have you had 

any involvement with the police 

or other authorities that would 

reflect on your background or on 

your likelihood of being 

screened positively for this 

program /position? 

   

3 Do you know of any limitations, 

physical, mental or otherwise 

that will impede your ability to 

carry out the duties of a Rotary 

Youth Volunteer? 

   

 

 

Interviewer’s 

Signature 

 

 

Recommendation:               YES   /   NO 

 

Print 

Name 

 

 

 


