GOVERNMENT OF THE YUKON POLICY 3.25
GENERAL ADMINISTRATION MANUAL
VOLUME 3: HUMAN RESOURCE POLICIES

TITLE: SECURITY CLEARANCESPOLICY
(FORMERLY SECURITY CHECKYS)

EFFECTIVE: December 5, 2001
(Amended: March 30, 2004; June 26, 2012)

1.0 SCOPE

1.1 Authority

This policy is issued under the authority of CabMenute #01-41, dated December 5, 2001
and, under the authority of Cabinet Minute #02d¥ied February 21, 2002, as amended by
the Deputy Ministers’ Review Committee on March 3004 and June 26, 2012.

1.2 Application

1.2.1 This policy applies to all persons appoimgecsuant to th@ublic Service Act and the
Education Act. Employeesccupying designated positions as of March 30, 20@4who
remain in those positions will not be required nolergo a further security clearance.

13 Definitions
1.3.1 *“Security clearance” means a police recohgxk and may include disclosure of
pardoned sexual offences as outlined in sectior Indaccordance with theriminal

Records Act.

1.3.2 “Designated position” means a position thaesignated by a department as conforming to
the principles outlined in section 1.4.3.

1.3.3 “Children” means persons who are less than 18 ydage.
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1.3.4 “Vulnerable persons” as defined in section 6.&tijmnal Records Act means: persons
who, because of their age, a disability or otheuenstances, whether temporary or
permanent, are:

a) in a position of dependence on others; or
b) otherwise at a greater risk than the generallptipn of being harmed by
persons in a position of authaoityrust relative to them.

1.3.5 *“Further information” means any additiondbmmation that is required by the RCMP
which will enable them to complete a security ceae.

1.3.6 “Responsible staffing officer” means the emgpk with the delegated authority to staff the
position.

1.3.7 “Successful applicant” means an individuabwahselected for appointment to a position.

1.3.8 *“Public property” means, for the purposethdd policy, all property, including public
monies, belonging to the employer.

14 Purpose and Principles

1.4.1 The purpose of requiring a security cleardoicdesignated positions is to minimize the
likelihood of risk, damage, and injury to the puabiiterest in general and specifically to the
clients we serve.

1.4.2 TheAccessto Information and Protection of Privacy Act requires an individual's consent to
undertake a security clearance. The employer resble for maintaining the
confidentiality of the information obtained fronsecurity clearance. In order to safeguard
individual privacy, security clearances will onlg kequired when an individual will be
offered a designated position or when an emplogsebken in a designated position for a
period of time as determined by departmental policy

1.4.3 A Department may require a satisfactory securgia@nce which may include disclosure of
pardoned sexual offences, as a condition of empoynvhere the position:

1.4.3.1 is one of authority or trust relative to childrervalnerable persons;

1.4.3.2 requires a degree of trust in the delivery of ¢lservices and where the
duties require:
a) primary responsibility for the personal care andigstody of clients;
b) unsupervised access to private residences.
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1.4.5

1.4.6

1.4.7

1.4.8

The frequency and duration of opportunities forupesvised access/contact with
the client will be considered when designating sitmm based on these criteria.

1.4.3.3 isin the area of law enforcement and responsdslinclude laying charges,
investigating offenses, or providing security fospners;

1.4.3.4 is responsible for security of public property amd¥vhose duties may regularly
involve:

a) the exercise of significant control over the finahwelfare of clients
b) investing public funds

c) handling convertible currency (cash, cheques,mi}cess of $1,000
d) providing loans or funding to the public

The nature of financial controls already in pladk lve considered when
designating a position based on these criteria.

1.4.3.5 requires international travel.
A satisfactory security clearance check malude disclosure of pardoned sexual
offences only when a position is one of authorityrost relative to children or

vulnerable persons pursuant to section 1.4.3.1eabov

No position shall be designated where tizen® idirect relevance (i.a2 bonafide
occupational requirement) to the position of a satisfactory security cleas

Unless stipulated otherwise by departmertadyy a security clearance may be valid for up
to 24 months.

A security clearance is valid only for simgesitions. Where the positions are not similar, a
new security clearance may be required.

A successful applicant may start work piiathie completion of a security clearance where
operationally feasible.
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2.2.2

ROLES AND RESPONSIBILITIES

Department

The Department will be responsible for idgmg and designating positions requiring
security clearances.

The Department will ensure that the requiremengfsecurity clearance is listed as a
mandatory condition of employment on job descripgiand statements of qualification for
designated positions.

In the event that a successful applicantisegork prior to the completion of the security
clearance process, the Department will ensurdtteanhdividual not be given unsupervised
responsibility for the duties requiring the segudésignation until the security clearance has
been completed and the conditional job offer has lmenfirmed.

The Department will ensure that a log boo#llafecurity clearances on behalf of the
department is maintained such that an annual repegcurity clearance activity can be
provided to the PSC. The Department will be resiioba for ensuring that this log and any
other administrativeecords regarding security clearances are keptamdential manner
that conforms to the Access to Information andd®itain of Privacy Act.

Each Department will prepare, as appropimiegedures for the administration of
subsequent clearances pursuant to section 1.4i¢h st out roles and responsibilities in
keeping with the principles embodied in the poacyl administrative procedures.

Deputy Head

The Deputy Head will review the implicatiamfsan unfavourable security clearance with
the Director of Staff Relations on a case-by-cassb This review will include but not be
limited to:

a. the nature of the offence(s) and relevance to tiiesland responsibilities of the
position,

b. the length of time that has elapsed since the o),

c. the employment history of the applicant or emplaosieee the offence(s) occurred,

d. and any other factor deemed relevant.

If the results of the security clearance matymeet the condition of employment, the
applicant or employewill be contacted by the Deputy Head and giveroghortunity to
see and discuss the findings in relation to théipos
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2.2.3
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2.3

23.1

2.3.2

2.3.3

234

24

24.1

24.2

2.5

25.1

The Deputy Head may delegate some or a#atios 2.2.1 or section 2.2.2. responsibilities
to the Department’s Director of Human Resourcesdanparable position).

The Deputy Head will make the final staffdegision in any situation involving section
2.2.1 and/or section 2.2.2 activity. The Deputwpéis staffing decision responsibility may
not be delegated.

Responsble Staffing Officer

The responsible staffing officer will reatffithe requirement for a security clearance during
the interview. The responsible staffing officetl wiipulate that a job offer for a designated
position is conditional upon a satisfactory seguieéarance, which depending on the nature
of the position, may include disclosure of pardosexiuial offenses.

The responsible staffing officer will provitte successful applicant with a consent-to-
release form.

The responsible staffing officer will contédee successful applicant in the event that
fingerprints are required to complete the secutigrance.

The responsible staffing officer will make or confithe job offer when the security
clearance is deemed to have satisfactory results.

Successful Applicant

The successful applicant is responsible for enguhat their role in the fingerprinting
process is carried out as expeditiously as possible

The successful applicant may indicate the existeheesecurity clearance completed within
the previous twenty four months for the purposesbtdining:

a. adesignated position within the Government of Yylar
b. certification as a Yukon teacher.

Director, Staff Relations

The Director will provide advice and assistato the Deputy Head where a criminal record
exists. The purpose of the advice is to allow tleeuy Head to decide if the criminal
record will prevent the candidate from being offea@ appointment.
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2.5.2 The Director will ensure that all informatiaith respect to the criminal record is
maintained in a totally confidential manner witkive Staff Relations branch for a period of
24 months following which it will be sent to the d®eds Centre in accordance with the
government’s policy on records management.
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