eVite

Candidate Instructions
Nova Scotia

Regional Centres for Education/
School Board

MINTZ

GLOBAL SCREENING

1.877.359.8130 # 3000 | evite@mintzglobal.com | mintzglobalscreening.com




eVite | Candidate Instructions

Welcome to Mintz Global Screening!
As part of your application process, you will be invited to complete a background check using our eVite technology. Before you start:
= Allot approximately 15 minutes to going through the full process

=  Make sure you have a scanned copy of your highest diploma saved on your computer
=  Please note that it is possible that some of the sections shown below be skipped by the system because they are not required for your background check.

[1] Receiving The Evite Invitation.

MINTZ

GLOBAL SCREENING

Welcome to Mintz Global Screening

We have been requested by our client ABC TEST CLIENT to send you an invitation to conduct a
background screening check on their behalf. As a leading national provider of background

O A A bl i s i Il S, YA You will receive an invitation email from Mintz Global Screening (evite@mintzglobal.com).

:‘;S;Z;"ntzs";g:;‘i‘;f“rda'a LSS LT AR C Rt S LIle ol S T E AR The subject line will read “Mintz Background Check Invitation/Invitation a une vérification

d'antécédents Mintz".

Make sure you copy the Invitation ID Number which appears above the Start button before

Your invitation ID number is 5479288438. Make sure to copy it now as you will need it to access

ourisscurs; onling platiormy; you click on Start as you will need this number to access your electronic consent form.

You can click on “Start” to access the form or go to www.mintzscreeningservices.com/evite.

Email: evite@mintzglobal.com

Phone: 1.877.359.8130 x 3000
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[2] Accessing The Consent Form. [3] Select Your Country Of Residence.

Hi CANDIDAT MINTZ,

COMPANY has requested that we perform specific background checks on their behalf.

You will be required to fill in the forms corresponding to the background checks required by
'COMPANY. We highly recommend that you provide as much information as possible to
facilitate and speed up the process.

For assistance, please contact us via email at evite@mintzglobal.com or by calling us at
1.877.359.8130, ext. 3000. Qur offices are open from Monday to Friday, from 8:00 AM to
8:00 PM EST.

When you access the website, click on Start to open the login screen. Once you have entered your Invitation ID number and email address, the

website will prompt you to select in which country you are currently residing.
In the field “Invitation ID", paste the Invitation Number you copied in your

invitation email. Use the dropdown menu to select "Canada”, “US", or “International”. Choose

“International” if you live in any country other than Canada and the US.
In the “Email” field, write the email address at which you received the

invitation. Click on Accept to access the form.
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[4] Provide Your ID Information.

1n

Subject

L

mmm

inm am 5 BN

Employment Reference Education Professional/Trade Criminal

Subject

Piease complate the following forms. Al fizlds marked with  * ) are mandatory, however the more infarmation you provide, the faster Mintz will obtain your results. For
any additional questions, please call 1.877.359.8130, axtension 3000.

Candidate's Identity

Irst Name * Middle Name * Last Nama *

When conducting background screening we frequently find that some records are under other names that the applicant's legal name (maiden name, former
name, nicknames.}

In the SUBJECT screen, please provide your ID information and

oo i s nothernames * address history. Make sure to include your full legal name as well
o of i » as any name you have commonly used or are currently using (such
e ) as nicknames or former last names).
Any field marked with a red star is mandatory.
- . - NOTE: Please disregard the following question under
“Additional Information”: What is the position you are
u-m:J»l v X applying for?
e T *This question is a generic element on Mintz's platform that
cannot be removed.
Once you have provided your full ID details, click on Next at the
_ bottom of the page to continue.
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Conse o elD Verification.

[5] Self-Declaration: Declare Former Criminal Convictions.

SAVEL LOGOUT  ENGLISH

1n 2/n 3m 4/m 5/
Subject Employment Reference Education Professional/Trade

Criminal

Please complete the following forms. All fields marked with ( * ) are mandatory, however the more information
you provide, the faster Mintz will obtain your results. For any additional questions, please call 1.877.359.8130,
extension 3000.

Have you ever been convicted of a criminal offence for which a Pardon has not been issued in Canada?*
Yes No

Have you ever been convicted of a criminal offence outside of Canada?*
Yes No

If you were ever found guilty of a criminal infraction in or outside Canada, please
make sure to provide as much detail as possible in the CRIMINAL screen.

It is important you be as precise and exhaustive as possible in your declaration
as it needs to be considered a material representation of your criminal history
to be verified by police services.

Make sure to carefully read the instructions to know which information needs
to be declared or not.

A Matlonal Criminal Record search has been requested, and as part of that service an elD wverification
(electronle identification) powered by Equifax Canada |s required. This state of the art, RCMP approved,
wverification system confirms your Identity and will enable the electronic signing of the consent formi(s).

This Is NOT a credit check and no credit information Is being provided to either the screening company or 1o
the client who requested the screening. The questions and answers you will see on the following page are
strictly confidentlal; they will not be saved In your record and cannot be accessed by the screening company
or the client. They are for elD verification purposes only.

You will be presented with a serles of questions based on your flles with the consumer reporting company.
Some guestions might refer to accounts/credit information that does not apply to you = In these cases "None
of the Above” Is an appropriate answer. Again, please note that this Is met considered an Inguiry on your
credit file and does not affect your credit score whatsoever.

The system does have a time limit of 30 minutes, after which time the elD verification will
automatically fail. Should this happen or should you decline the process, you will be directed to download a
manual consent form for completion and wploading (with appropriate 10} In the “Flle Upload” secton of this
evite request. Please be aware that even If the elD verification process |5 successful, coples of Identification
may still be requested as part of cur quality control programs and/or for auditing purposes.

PROCEED WITH EID VERIFICATION DECLINE EID VERIFICATION

To allow you to sign your consent form electronically, you will be prompted to
undergo an “elD verification”.

This process is generated by Equifax, a major credit reporting agency, and will
prompt you to answer three personal security questions. Note that neither Mintz
Global Screening nor our client can view these questions or your answers — they
are entirely confidential. If you successfully answer these questions, you will be
able to sign your consent form electronically. If you fail these questions or decline
the eID process, you will be required to download and print the consent form.
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71 Answer eID Questions. 1 Sign Consent Form.

SAVEL LOGOUT  ENGLISH

GLOBAL SCREENING
un i 3
176 § 306 Subject  Employment o Prafessional

Subject EID Verification

Signature
EID Verification

Ihereby give 3 of ABC TEST CLIENT information;

* Please do not refresh the page

(A e i o s i it ey e T Sy A | hereby consant o the confimaon of and reienss of s et regarding any professionsl accredtatons or awarded isences and trade conifications. This intumation may Inciude date of ssue
classitcaion, currentsiatus., expiy date and any currentor previous dacilinary action.

the faster Mintz will obtain your results. For any additional questions, please call 1.877.359.8130, extension 3000. 4 L o e . o Lt S
u' | hereby consent to the search of the RCMP National Repository of Criminal Records based on the name(s). date of birth and where used, the declared criminal record history provided by myself. |
understand mat s veificaton of the National Feposioey of Criminal Recorcs 5 not being confime by ngerprint comparison which s he only nse means by which 1o canfiem I a crminl record exists in
he Nasonal Ragosioey of Grminal Rscords. | oty that the intormation $e1 ou by m in s Applcation is g and COMet to 1 bost of my 3By, | COnSBN! 10 1 1618459 of 10 12501 of M crminal

o all mambers and employees of e processing Poica Senvics and the Aoyal Canadian Mounted Police
ich may hroofer be susained by myse asa esult o
held by m

(Q1) What are the last four digits of your SIN? Service fo Minkz Global Scrsening Inc. and, the Clenl 18

osu
racord (Fegeral, State, County or City), to the

exent permittad undér appicable laws: Fecords sl Somicln, Iy o msaerearcur, a7 charges of cknds kactions el peing beiors | uncerstand that ne police or
1059 Fodoral, State or County cout office Wil provide & respor Mintz based on their S6aich of thess records, and that such rclude any rocords relating 1o my crminal history Fom any
organization, police court, jucicial authority or iribunal. In the event that | have fved in a country oiher than the United States, | fus orize an equivaent criminal record search in any such couniry
1432 Whore | have rasided, 10 tho. axton! parmtted under 1he laws of such
a" 1 hersby y armp data verficalians from any emplayer/posion | have proviously held.
2058
u" I hereby consent 1o a consumer cre<it history inquiry with an 1D varification which wil include information about me, including any previous bankrupicies, civl legal proceedings, collection actions, negative
2581 barking items and other information reported by my crodiors. and | hereby authorize any public or private institution 10 provide and release 10 Miniz information related to my credit record,

" | hreby aunorize and consent to Mintz contacting any Referances from any professional and person:
Information related 1o professianal aplfudes, atisndanc, fecty
specific data from my former employers related o any posk

ssociates that | Rave of wil provide or hava isted on my resume. Refarences may include any
rical skills, interpersonal relatians and any ofher partinent information relted 1o my application. This may, if applicable, include employment
1 have previously heid.

NONE OF THE ABOVE

a* | heraby consent to the relsase of details regarding any acadamic training, veriication of any diplomas or degraes received: and varification of any professional acoreditations.

et . And uriher authorize Mintz o release it finding 1o ABC TEST GLIENT ,
(Q2) Which of the following is your age today?

RELEASE AND DISCHARGE
25 years
Purpose of Consent: Background Screening for ABC TEST CLIENT {the Company)
26 years
| understand that the information obt of in the sirch i oy Mintz and/or the Company and wil be maintained in accordance with thei respective
27 years Privacy Policies. Tha information, obiained wil anly ba uSed in 3co0dance With and 1o safisty the S20pa for Which this auMhonzaton has boen signed. | ralease, Waive and foraver JISCRAIg anyone Who
pravides informaton in ratation 0 this release, Irom any and all kabify for the disclosure of information 10 Mintz or the Company
28years
1 cartty that the intormation provided by me Is comoct. Balara signing ths authazation, 1 have full informed mysell of ts cantont and meaning and have @ full understanding of I, | understand that the
NONE OF THE ABOVE

tecords willbe stored in Canadia

Nota: You may make  requas! for acCesS 10 your personal nformaton, & FOQUBST for oMECton or any oher 1equost for information by sending a wilien raquast 1o Mintz Global Screening, 1303 Wiam
Stree, Suite 200, Moniréal, OC, HIC R4 1a he atiention of Privacy Officer. Mintz wil answer your request for access, correciion o information wihin thiry (30) days following is reception.

(Q3) Your credit file indicates you may have a telephone account which was opened approximately August 2018.

Please choose the credit pravider for this account from the following options.

a" Agree, | have read the above and agree and authorize this handing by Mintz
Fido

Rogers
Telus

VIDEOTRON SEN C
NONE OF THE ABOVE

Confirm your identity by answering the three personal questions that appear on If you successfully passed the elID verification, you will be able to sign your

the screen. These questions are generated by Equifax, a major credit reporting consent form electronically.

agency, and cannot be viewed by Mintz Global Screening nor our client. Your

answer to these questions will not be saved in your record. Confirm that you consent to all requested background verifications by checking
each checkbox and then use your computer mouse/finger to sign the consent

If any question does not seem to apply to you or none of the answers seem to form.

fit your credit/personal history, choose “None of the above”.
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[9] DocuSign [10] Upload Documentation.

. From this point you will be directed to the Photo ID Upload Screen, below.
Please Review & Act on These Documents

STS Mintz
Mintz Global Screening Powered by

Please upload two photo IDs

OTHER ACTIONS v

If a criminal record verification is required for your background screening with In the Photo ID Upload Screen, you can securely attach photo ID’s to your
our client and you could not successfully undergo the eID verification, you will record. If you are unsure about what ID is acceptable you can select the Clicl
be directed to DOCUSIGN to sign your consent form. Here link for a list of acceptable ID Standards.

After siging the form, you will be asked to upload two photo IDs on Mintz When you are done uploading all required documents, click Submit to send
platform. your consent form to Mintz Global Screening for processing.
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[11] FINISH.

MINTZ ENGLISH

GLOBAL SCREENING

1M 2/ 3Iim 4/ 5/ 6/1 nm
Subject Employment Reference Education Professional /Trade Criminal Finish

Finish

Congratulations! You're done.

Thank you for sending your eVite consent form
to Mintz Global Screening! Please note of the confirmation number starting by

You have successfully submitted your eVite form te Mintz Global Screening. Our team is reviewing EM in case you need to contact Mintz fOI’ any
the information and documents you provided and they will make sure to contact you if we need

anything else to process your background screening for ABC TEST CLIENT. preC|5|ons or WISh to upload addltlonal documents to

Please retain your reference number EM20200710618 for future use your reco rd.

Forgot anything?

Please note that you can no longer access the link provided in the first email sent to you because
your form has been submitted. However, if you wish to add any documents to your file, you may
do so by accessing the secure portal below.

To get a status update on your work application,
please reach out to your hiring manager.

CLICK HERE TO ADD DOCUMENTS

Invitation ID: 5479288438
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