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Electronic Police Information Check (ePIC) WEBSITE ACCESS 

 

 
http://www.calgary.ca/cps/Pages/home.aspx 

 

 
Select Police Information Checks 

 
 
 

 
 

http://www.calgary.ca/cps/Pages/home.aspx
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Start an ePIC Police Information Check (ePIC) by clicking on the “Perform a Personal Police 

Information Check” button. 

 

 
 



 
 

ISC: Protected B 

4 

 

 

 

ePIC APPLICANT INSTRUCTION MANUAL 
 
 

EXIT OR SAVE THE APPLICATION 

There are 15 steps involved in completing an ePIC Application. You may exit or save the 

application at any time or choose to have the system erase all of the personal information and 

uploaded documents that you have included. 
 
 
 

 
 
 

SAVE APPLICATION FOR LATER 

Your application may be saved for 14 days since the start of your submission and can be 

resumed at any time. If the application is not submitted w ithin 14 days, the application will 

automatically be deleted from the ePIC Online System including all personal information and 

uploaded documents. 
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QUESTIONS & MORE INFORMATION 

Use the Questions section or More Information to assist you to find out further information. 

Click on the question/more information to view a pop up to find out more. 
 

 
 

 
LEAVE FEEDBACK 

At any time during the application, leave your feedback by clicking on the “Would you like to 

leave feedback” button located at the bottom of each screen. Rate Calgary Police Services 

website or services and/or leave specific feedback. 
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PROCESS 

STEP 1 OF 15 - CHECKLIST 

The Checklist page is the first page displayed when starting the Electronic Police Information 

Check (ePIC) application. This page will summarize all of the information and documents 

required to successfully apply. The purpose of this page is to identify all information and 

documents required prior to advancing too far into the process. 

Be sure to read through the checklist thoroughly before advancing through ePIC application by 

clicking the “Continue” button. 
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STEP 2 OF 15 – GETTING STARTED 

This is the first page that the ePIC Online System will begin to collect your information. All 

questions on this page are required. 

 

 
 
Once you have provided answers and they have been validated by the ePIC Online System, you 

can advance in the application process by clicking the “Continue” button. 

In order to continue with the ePIC application, you must be a resident of Calgary. If an answer 

you have provided is not valid, you will not be able to continue with the online application. An 

error message will appear indicating the reason your application is not valid. 
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STEP 3 OF 15 – AGENCY INFORMATION - registered ePIC Agencies 

The agency is the company/organization requesting completion of the PIC for either 

employment, volunteer, adoption, paid/unpaid practicum, security purposes or other. The 

agency information will be associated with the ePIC application to help aid the PIC employee 

performing the check to know what agency they are dealing with, and whether the agency 

requires a Vulnerable Sector search. 

Some agencies are registered ePIC Agencies, which their company/organization names can be 

searched and selected from the AGENCY field. Registered ePIC agencies determine whether 

they are responsible for the payment of the application. This is controlled by them under the 

creation of their agency profile on the ePIC online system.  Agency name will be entered into 

the “Which agency you are applying for” field and selected from the drop-down menu. 

PIC for ePIC Registered Agencies - Applicants will receive their Police Information Check result 

electronically. Once shared with the primary agency, applicants can electronically share their 

result with other registered ePIC agencies that accept shared results. 
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STEP 3 OF 15 – AGENCY INFORMATION - non-registered Agency “AGENCY NOT LISTED” 

If an agency is not registered with ePIC, select “Agency Not Listed”. You will be able to  

manually type the name of the agency in the  “Agency Not Listed” field.  Please ensure only 

ONE agency name is provided. If multiple agencies are listed, ONLY the first agency will be  

used for your ePIC. No changes will be made after your ePIC is completed. 

VSPN Volunteer PICs can only be made via ePIC when the Organization is a registered ePIC 

Agency. ”Agency Not Listed” can not be utilized for VSPN PICs. 

PIC for Non-Registered Agencies (Agency Not Listed) - Applicants will type the name of the 

Agency and will receive their Police Information Check in the mail. Applicants can electronically 

share their result with other registered ePIC agencies that accept shared results. 
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STEP 3 OF 15 – AGENCY INFORMATION 

Renewal Application should only be selected when directed by the Organization/Agency. 
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STEP 4 OF 15 – CONSENT TO SEARCH AND DISCLOSURE OF PERSONAL INFORMATION 

The Consent to Search and Disclosure of Personal Information page will prompt you to review 

the terms of conditions and agree prior to moving forward with the PIC application. You must 

agree to each of the 4 pre-determined checkboxes available on the page prior to advancing in 

the PIC application process. 

Once each of the “I Agree” statements have been read through carefully and checked off, you 

can advance in the application process by clicking the “Continue” button. 
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I agree  I understand that the Police Service will not disclose this information to the Requesting Agency without 

further consent from me. 

 

I acknowledge that I understand when a Vulnerable Sector Check is required and, if required, I consent 

to the Vulnerable Sector Check. 

 

I agree I consent to a search being made in the automated criminal records retrieval system maintained by the 

Royal Canadian Mounted Police to find out if I have been convicted of, and have been granted or issued 

a pardon for, any of the sexual offences that are listed in the schedule to the Criminal Records Act. 

 

I understand that if, as a result of giving this consent, a search discloses that there is a record of my 

conviction for one of the sexual offences listed in the schedule to the Criminal Records Act in respect of 

which a pardon was granted or issued, that record shall be provided by the Commissioner of the Royal 

Canadian Mounted Police to the Solicitor General of Canada, who may then disclose all or part of the 

information contained in that record to a police force or other authorized body. That police force or 

authorized body will then disclose that information to me. 

 

I agree  I give my consent to the Police Service to use any and all information about me that it has found after 

completing the above identified searches, including information obtained from local police records, to 

complete a Police Information Check and I give my consent to the Police Service to disclose the results 

of the searches to me in a Police Information Check. 

 

I understand that it is my decision whether I provide the results of the searches to any other person or 

organization. I understand that further information about the Police Information Check process is 

available in the Alberta Police Information Check Disclosure Procedures which are available on the 

Police Service’s website. 

 

I agree By signing this form or by accepting an electronic consent, I confirm that I have fully informed 

myself and understand the content, meaning and effect of this consent and release of liability and 

I declare that the information provided by me is accurate and may be verified by the Police 

Service through police information databases if required. 

 

Language translations of above consent form 

 
 
 
 
 

 

  

 

 

https://www.calgary.ca/cps/public-services/police-information-check---translated-consent-forms-and-id-poste.html
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STEP 5 OF 15 – CREATE ACCOUNT 

An account must be created. This account will allow you to return to your application in the 

future, check on the status of an application submission, review results and share results with 

ePIC registered Agencies. 
 

 

 

ACCOUNT EMAIL CONFIRMATION 
 

Once you have received the automated email notification and clicked on the link in the email to 
verify your email address, you will automatically be redirected to the ePIC online system to 
continue with the process of submitting your ePIC application. 

 
 
STEP 6 OF 15 – SUPPORTING DOCUMENTATION 

 
The Supporting Documentation page will collect the required government issued photo 
identification and / or non-photo identification. 

 

You must upload a maximum of two (2) pieces of identification with at least one (1) being from 
the photo identification column. Please ensure documents are viewed prior to submission to 
ensure visible and in order. 

 
 



 
 

ISC: Protected B 

15 

 

 

 

ePIC APPLICANT INSTRUCTION MANUAL 
 

 
 



 
 

ISC: Protected B 

16 

 

 

 

ePIC APPLICANT INSTRUCTION MANUAL 
 
 

STEP 7 OF 15 – YOUR PERSONAL INFORMATION 

 
The Your Personal Information page will prompt you with the questions required to complete 
your UNIQUE applicant profile and to complete your Electronic Police Information Check 
(ePIC) application. 
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STEP 7 OF 15 – YOUR PERSONAL INFORMATION – SELFIE UPLOAD 

 
To verify your identity, you must upload a photo of yourself holding the same two pieces of 

Government issued identification you provided with your application. As shown in the below 

avatar, ensure that your face is visible, and the two pieces of identification can be clearly seen. 

The text on each piece must be legible to read the details in your photo. 

Ensure you review the uploads as you will be prompted with a confirmation message that you 

have verified the images for accuracy and visibility. PIC reserves the right to reject your PIC 

application if the requirements are not met. Refunds will not be provided under any 

circumstance. 
 

 

 

 
 

 
 

 
 



 
 

ISC: Protected B 

18 

 

 

 

ePIC APPLICANT INSTRUCTION MANUAL 
 
 

STEP 9 OF 15 – APPLICANT INFORMATION 

 
The Applicant Information page will collect all of the detailed information required. This 
information will include personal information, birth date information, place of birth, telephone 
numbers, current residing address and mailing address (if different from current residing 
address). 
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STEP 10 OF 15 – REASON FOR APPLICATION 

 
The Reason for Application page will collect the information regarding why you are performing 
the PIC application and also collect any supporting documentation to identify if  you  are 
applying for a legitimate volunteer or unpaid practicum position. The questions displayed on 
the page are dynamic and change based on your answers. Reponses to specific questions may 
trigger further questions. 

 
You may apply for a Police Information Check (PIC) for one of the following reasons: 

 

➢ Employment 
 

➢ Volunteer 

• You will be able to upload a letter from the Volunteer Organization/Agency 

• A Volunteer Screening Program Number(VSPN) should appear on the letter if the 

organization is registered with Volunteer Alberta 

• If a volunteer letter issued from the volunteer agency is unavailable, you will be 
charged the standard fee for your PIC 
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➢ Adoption - the application will be automatically identified as a Vulnerable Sector Search 
 

➢ Paid Practicum 
 

➢ Unpaid Practicum 

• You will be able to upload a unpaid practicum letter issued from your institution 

• If an unpaid practicum letter issued by the agency is provided, the fees for the PIC 
application will be lowered to $15 and you will not be charged the standard full fee 

 
 

➢ Immigration – indicate Country 
 

➢ Other – for any other purpose not covered in listed categories 

 
➢ Security Guard / Locksmith / Private Investigator - the application will be automatically 

identified as a Vulnerable Sector Search 
 

➢ SSIA Business Licence for a Director and/or an Officer of the Business - the application 
will be automatically identified as a Vulnerable Sector Search 
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STEP 10 OF 15 – REASON FOR APPLICATION 

 
Provide a brief description of job or purpose description. 

 

“Unknown”, “To be Determined”, Seeking Employment”, “Self”, etc. are not valid 

descriptions. 
 

 
 

STEP 10 OF 15 – REASON FOR APPLICATION 
 

Identify if you will be in a position of trust. To meet the legal requirements for a Vulnerable 
Sector check, the nature of the positon – not the person – must cause the person to have 
authority, or trust of, children or vulnerable persons. 
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STEP 11 OF 15 – SELF DECLARATION FORM 

 
The Self-Declaration Form page will only be displayed if you have opted to complete the Self- 
Declaration form online in Step 1- - Reason for Application. This page will collect all Canadian 
offences. 
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STEP 12 OF 15 – SUMMARY OF APPLICATION 
 
 
The Summary of Application page will highlight application details and cost of the PIC. 
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STEP 13 OF 15 – SUMMARY OF PAYMENT 

 
If you are required to pay, you will be redirected to the City of Calgary ePayment application. 
This is handled through The City of Calgary-Bambora, a secure site for ePayment. 

 
If you require a payment receipt you must provide your email address in the payment screen. 
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STEP 14 OF 15 – PAYMENT 
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STEP - SUCCESS 

 
Once the application has been successfully submitted, a Success page will be displayed. If you 
identified yourself as a volunteer PIC with an authorized VSPN number attached. If your ePIC 
application was submitted for an agency that covers payments, payment for fees are not 
required. 

 

 
 

You may now exit your ePIC profile. When your Police Information Check has been completed, 
you will receive an email from Police Information Check directing you to sign back into your 
ePIC account. 
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RETURNING APPLICANTS 

 
Easily log into the application through the main website of the ePIC Online System. To acce ss 

the ePIC Online System, go to: 

http://www.calgary.ca/cps/Pages/home.aspx 
 

 
Click on “Login with My Existing Account.” You may login as an applicant or an existing agency 

 

 

 
 

 

 
 

 
 

http://www.calgary.ca/cps/Pages/home.aspx
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APPLICANT LOGIN 

 
The Applicant Login page will prompt you with a secure email and password prompt to access 
your personal dashboard on the ePIC Online System which allows you to access your previously 
saved application or previously submitted application results for review. The email and 
password to access your secure personal dashboard was created when you submitted your 
online application. 

 
 

 
 

 

➢ Forgot Password 

If you have forgotten the password for your account created during the PIC application process, 
choose “Forgot your password?”. The forgot password function will prompt you for the email 
address you used when completing your PIC application, and will automatically send an email 
notification to you with next steps on how to reset your password. 
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➢ Dashboard 
Once you have successfully logged in, the dashboard will appear. Select any of the following 
options including creating a new application, continue to complete a previously saved 
application, review the results of a previous submitted application or log out of  the  ePIC 
system. 
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➢ New Application 

This will only be available if you do not already have a previously saved application. 
 

➢ Continue to Complete a Previously Saved Application 
You many only resume a previously saved application within 14 days since the start of the 
submission. Otherwise the previously saved application will be automatically deleted from the 
ePIC system including all personal information and uploaded documents. 

 
When you choose this option, you will automatically be redirected to the last step saved in the 
previous saved application. All information entered and documents uploaded will be retained. 

 
This option will only be available if you have previously saved an application. 

 

➢ Review Results 

Easily view previously submitted application results online. 
 

➢ Change Email 

Update your ePIC profile with your new email. 
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➢ Logout 

Securely log out of the dashboard and return to the main Welcome screen. Once logged out of 
the secure area, all information available within the secure area will  be  unavailable  and 
securely cleared from the browser. 

 
➢ Your Submitted Application 

The Your Submitted Application(s) page allows you to easily view previously submitted 
application results online. The results displayed on this screen are individual Police Information 
Check applications and their current status in the background check process. 

 

 
The columns displayed in the listing are the following: 

 
Reference # 
The Reference # column is the automatically generated number assigned to each submitted PIC 
application and displayed on successful submission. The Reference # is used to quickly refer to 
the PIC application if you or agency requires assistance or has questions related to the PIC 
application. 

 
Date Submitted 
The Date Submitted column is the date the PIC application was completed and submitted to the 
CPS PIC for review. 

 
Agency 
The Agency column is the agency selected during the PIC application when identifying which 

agency the PIC is being requested by. 
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Vulnerable Sector Search 

The Vulnerable Sector column is the value provided by CPS PIC if the Police Information Check 
was put through a Vulnerable Sector Search. 

 

Status 

The Status column is the current status of the PIC application in the queue. The available values 
are defined by the CPS PIC system: 

 

• Processing 

• Rejected 

• Completed 

 

 

 

The results displayed on the Your Submitted Application(s) will only be available for 12 
MONTHS. After which, the results will be automatically deleted from the ePIC Online System 
including all personal information, uploaded documents and results. 

 

Your Application Result 

The Your Application Result page will display the result documents of a previously submitted 
application that has been reviewed and responded to by CPS PIC. 

 

Easily view the result documents online by clicking the “View” option which will allow you to 
view the document in read only mode. The document cannot be printed or saved to the 
desktop. 
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If your original agency is a registered ePIC agency, you must share the results with them before 

sharing the results with another registered ePIC agency. 

If your original agency is not an ePIC registered agency “Agency Not Listed” (you manually 

entered the name of the organization/company), you will receive your completed Police 

Information Check in the mail. You may share your results  with  other  registered  ePIC 

agencies that accept shared results. 

If you made application for a Security Guard / Locksmith / Private Investigator licence or SSIA 
Business Licence for a Director and/or an Officer of the Business, you will receive your 
completed Police Information Check in the mail. You may share your results with other 
registered ePIC agencies that accept shared results. 

 

Some agencies will not accept shared results. If you receive an error message indicating that 
the agency will not accept shared results, you will need to make a new application with the 
agency you selected. 

 
To Share your result with an ePIC registered Agency, start typing in the Agency name in the drop-down 
box. You will see the ePIC registered Agency names start to populate. Select the correct Agency and 
then click the Share button to send your result to the Agency selected. 

 

Ensure you are sharing your result with the correct Agency. Once a result is shared with an Agency it 
cannot be withdrawn. 
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You will receive confirmation once your result has been successfully shared with an ePIC registered 
Agency. 

 

 
 

When finished, ensure you Log Out of your applicant profile. 

 
 

 
 


