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BACKGROUND:

During the course of regular collection activity verification of an offender’s address can become
necessary. The Ministry of Transportation (MTO) has developed a program named ARIS
(Authorized Requester Information Services) which allows Authorized Users to perform address
verifications with the use of a Driver’s Licence Number.

DEFINITIONS & ACRONYMS:

ARIS — Authorized Requester Information Services

MTO — Ministry of Transportation

CAMS - Court Administration Management System

The Agreement — The Authorized Requester Agreement

Authorized Requester — The Corporation (Municipality) authorized by MTO for access and use of
the Licensed Information

Authorized Staff — Employees and/or Third-Party Contractors of the Requester

Licensed Information — Personal Driver Information found in ARIS records

Authorized Uses — Uses of Licensed Information as set out in The Agreement

Authorized Premises — Authorized Premises of the Requester where Licensed Information can be
received, stored and retained

Licenced — Driver holds current and valid Licence

Unlicenced — Driver’s Licence has expired or been cancelled

Non-renewable- Applies to Novice Class Drivers (i.e.: G1, G2) - Licences are non-renewable upon
expiry. If the Licence expires, the driver must re-apply for a Licence.

Suspended-Driver’s Licence has been suspended by MTO. Reasons for suspension may include
the following examples: mandatory HTA suspensions, novice-driver violations, medical
suspensions, etc.

PROCEDURE:

1. The Agreement:

The Requester (i.e. The Requester’'s Municipality) will enter into an Authorized Requester
Agreement with the Ministry of Transportation

2. The Term:

The MTO will enter into The Agreement for an initial term of twelve months and The
Agreement may be automatically renewed by MTO for a subsequent term of twelve months.
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Fee Schedule:

The Authorized Requester will follow a Fee Schedule as set out by the MTO in The
Agreement. (i.e. — one time set up fee of approx. $250.00 and/or fees associated with a
Pre-Paid Account).

Annual Declaration (Update):

The MTO will require the Authorized Requester to submit an Annual Declaration regarding
their compliance with The Agreement. Any changes to Authorized Requester’s information
noted in The Agreement such as names of Authorized Users, Authorized Use and or
Authorized Premises must be sent to the MTO within 10 days of the change(s).

Obtaining Login Authorization:

The Court Manager and/or an Authorized Requester Staff Member within each court
jurisdiction will request login authorization from the MTO for each of the approved
Administrative Staff and/or Third Party Contractors.

The Security Statement:

Authorized Users will be required to complete a privacy and confidentiality statement for the
MTO. This statement is called the “Requester Employee Security Statement” or in the case
of a Third Party Contractor, the “Requester Contractor Security Statement”. These
statements are required by the MTO to be completed prior to obtaining login authorization.

See Sample of Security Statement on next page
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Requester Employee Security Statement

—
:E"P Ontario

ESTER FRPTONFE SECTURITY STATFARFNT — ACGREFFARMPNT APPLICATION NUAWJEFER-

Emnployee MNsme-

Po=itom:

1. (the “Reguester™) is licanssd to receiive coxfdemtial a=nd personal
informaticon (the “Informarion™) Som fles and data base: admimistered by the CTotaric Mindsoy of Transporiaticn
{("AATO ). BT is committed to protectng this Informaton fom noauthorized access. nss or disclosure. The
following policies bhawve bean adopted to addres: comployes:’ mspomsibdlitioes for bandlimg and pootecting this
Information.

2. Az an eogploves of the Requester. you muay access this Informatiom caly when zmecessary to pecform youT
ﬂ.u.'u.n: as sach eoaployes In the coarse of your employment, and onby for the following purpossas.:

{Anthorized mze as specified in legal asreement — Leave Blank for an application)

3. Yom moust mot access of use this Information for personmal rsascms. (Examaples of inappropmiate acosss or
misuwss of Informaticn inchnde, but ars met liesdted toc maicing ingmiries for persomal mee o proce:sing Tansactons oo
your own records or those of your fheads or relatives; accessing Informaton abowt another perscn, inclnding locating
thair msidencs address. for azy reasom not related to your work respomibilities or pot amthorized by the Foquostar.)

4. Ton may discloss Information only to mdividoals whoe have ben actherized to mceive it through apprepriate
proceduress which have besn authorized by MITO. (Examples of umawtherized dizsclosumes imclnde but are oot Lixmitgd
ta: leoking up someons’s addrecs fior a Sdemd. )

3. Tom omst taios reascomeahble precastions o maintain the secrecy of any password you =mze o acoess Inforpation
sloctronically. Rsasomable precautons inclads, bat ame mot limited to: not telling others vour passwosd or knowingky
:waugﬁqmmuhmwhdn}uumn 2t a teeminal; and fequently ﬂ:.:ns.m.g':rml:pa.:we:rd. (a=md, if yvou suspect
your password bas been nsed by somsome elie, changing it imomediately and nodfying the Beguester) and welecting
ramdoos passwords that are not sasy for others o gness.

a. Tom pmast take reasomable procautcns to protect data eory terminels and eguipescat from noamthorized accass.
Feasomahle precanticns inclhads, but are mot linvdted fo: mot learing vour tarminal nmarsndsd whils yom are loggsd oot
the rystem: exitng the databese which conmizs any Informaton when yon leawe vour workstation: securing yoor
‘terminal with a locking device if one bhas boeen prowided; shoring = a sacu:rn-]:lla.c-n- 2mny mwer documentatica to prograoms
thoomgh which slectronic acoess o any Informaton psay be gaimed; and reporting azny saspicions circumstances o
noanthorired individnals yom bave obserred in the wodk area to the Eegaestar.

I bhave resd asd I woderstand the securicy policies scaced abeowe, and will comply with themm and any other
security policies izzued iz the farare by the Reguester, BITO. I mpderzcand thar failere o comply wich these

policies may rezalt in dizciplimary acdom by the Reguescer amd'or civill or crimins] proszecmcios iz accordance
with applicable stamoes.

Wimessed By

Mote: Only send this docoment to M TO if the employes is the signatory, agreement contact or am
acconnt contact. All other copies are to be kept current and on file at the reguester’s location.
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Use of Licensed Information:

ARIS’s primary benefit for Provincial Offences Collection is to provide address verifications.
Authorized Users of ARIS shall ensure that access and use of the Licensed Information
obtained from ARIS is used exclusively for the Authorized Use(s) as stated in The
Agreement such as address verification, verifying employee driving records, etc.

Records of Licensed Information Requests:

The MTO requires Authorized Users to maintain records detailing the date of the Licensed
Information Request, the identifying information used to make the request (i.e. — Drivers
Licence Number) and the business reason for making the request (i.e. — Address
Verification). The following is an example of a Requester Log to capture all the necessary
information.

PROVINCIAL OFFENCES OFFICE
123 Main Street, Capital City, Ontario
date of | MTO info | Product Purpose Client Reference
# | Request | accessed retrieved ID (case #) | Requestor
20-May- | DL Driver’s Address John POA Case
1,08 B abstract verification Smith # Initials
9. Retention of Records:
The MTO requires that the Records of Licensed Information Requests be retained on file
throughout the term of The Agreement and for three additional years following the term of
The Agreement.
10. Destruction of Confidential Information:
The MTO requires that the Requester destroy all copies of Licensed Information in its
possession upon or before 30 days following the fulfilment of the Authorized Use for
obtaining the information.
11. Contact Information - MTO
Information Management Services Oversight Office
Main Floor, Building “A”, 2680 Keele Street, Downsview, Ontario M3M 3E6
Attention: Co-ordinator, Business Information Services Unit
Phone: (416) 246-7112 Fax: (416) 235-4465
12. Logging on-to ARIS: The following link can be used to log onto ARIS to perform address

verifications: https://www.apps.rus.mto.gov.on.ca/edtW/login/login.jsp
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Location: Ministry Homa » ARIS Login

i Authorized Requester Information Services (ARIS)

Login

To 3coess the systam, enter your user ID and password, and then diick the “Enter” button or prass
the “Enter” key

user 10:

Password:

e any problems logging in to Business Information Services, or would ke ta apply for
Information Services, Dlesse call (418) 246-7112 or 1-600-769-241% for assistance.
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e Select - Immediate Single Online
Choose the only option available -/3 years drivers abstract

2 MTD. . ARIS - Ordar Pradutt - Micresolt issernes Lipdorsr praviéed by The Ciy o Peserberouah [E
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Order Product

Select Product
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Lecation hunalry Har » RIS W M » Dafer Produst. Subrmat Oader

Order Product

Submit Order

N

e Select — ‘Process Order’

Verify Address Information

New address found — enter new address found in ARIS into case notes in the Requester’s
collection management system.

If address is the same — enter remarks into case notes in the Requester’s collection
management system indicating that confirmed address was found in ARIS.
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DISCLAIMER:

"The information provided is the interpretation of the members of the POA Collections Committee
and do not necessarily reflect the opinions of MCMA. Any person relying on the information
contained herein is doing so at his/her own risk and is advised to seek direction from his/her
Municipality.

The MCMA does not endorse the use of any product or service. The information contained in the
Best Practices procedures is provided as a reference tool to aid in the development of procedures in
compliance with all applicable legislation. While every reasonable effort is made to ensure the
information provided herein is accurate, there are no representations made with respect to the
currency, accuracy or legality of the information. Due diligence should be performed when
developing procedures.”

Log of Changes

Date Specific Change Editor Reason
May 10, 2019 Linda Beaver Add to MCMA
Template
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