
There are three steps to becoming a volunteer: Please note that because the police record check may 
take 6-8 weeks, these steps must be done AS SOON AS POSSIBLE (I really can't emphasize this 
enough!). There is an express service option available to volunteers who have lived in the Ottawa-
Carleton region for the past 5 years (see below). 

1. Apply to be a volunteer at the OCRI website (ESTIMATED TIME: 5 
minutes)http://www.ocri.ca/education/become_vol.html. Under ‘Online application’ click on the link that 
says ‘volunteer application form’. DO NOT CHOOSE THE FRENCH FORM – it gets sent to the French 
school board! When you get to the ‘Program/Activity Area’ please check ‘other’ and type in ‘Reading 
Program’.  You'll need contact information for two references - one can be a family member, the other 
could be a friend. When they do the reference checks it only takes the reference 3 minutes to answer the 
questions over the phone – PLEASE CHOOSE REFERENCES WHO ARE EASILY REACHABLE 
DURING BUSINESS HOURS. Also, please indicate that you will be volunteering at York Street Public 
School. 

2. Police Record Check. There are two possible methods of obtaining a police record check. The 
‘traditional’ method is free but takes 6-8 weeks to be processed. The second ‘express’ method is done on 
the stop at the Elgin Street police station but there is a fee of $25 and it is ONLY available to volunteers 
who have lived in the Ottawa area for the past 5 years.  In both cases you will need two pieces of ID that 
together must include your name, date of birth, and your address.  At least one must be a photo ID. Note: 
Health cards cannot be accepted. Acceptable ID: Driver’s license, age of majority card, Canadian 
Citizenship Card, Indian Status Card, International Student Card, Passport, Permanent Resident Card, Birth 
Certificate, Baptismal. If you do not have a driver’s license, a recent utility bill will do as proof of address. 

Traditional Method 

N/A

Express Method 

To get the express police record check, you'll need to meet Joan (kiwaniscirclek_uottawa@yahoo.ca)  so 
she can give you a letter from OCRI that states that you are volunteering. Then, you'll need to bring that 
letter along with two pieces of ID to the police station at 474 Elgin Street. The service is only availale 
on weekdays (except holidays) between 07:30 and 15:00 hrs. The service costs $25. You will not need to 
fill out the attached police record check forms -  the forms you will use are at the police station.  
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