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1. YOW Safer Recruitment Service CRB Disclosure Checks

1.1 
Introduction
In April 2002, the government established the Criminal Records Bureau (CRB), to provide a co-ordinated, central checking system for paid staff and volunteers working with children / young people and vulnerable adults. 
The Safer Recruitment Service at YOW has engaged Safer Recruitment Ltd, a Registered Body with the CRB to provide a convenient and affordable way for voluntary and community organisations across the city of Wolverhampton to access the CRB Disclosure service.
The YOW Service also provides a full range of safer recruitment advice, information and practical support for these organisations. 
All new and existing paid staff and volunteers that come into contact with children/young people and vulnerable adults should be checked through the CRB system. It is considered good practice to renew this check every three years.

Whilst the CRB checking process is an important part of recruiting safely, it is only one of many safer recruitment measures.  The Safer Recruitment Service can support your organisation in understanding and implementing a range of procedures to help keep the children / young people and vulnerable adults you work with safe.
1.2 
The Service

The YOW Safer Recruitment Service will support any Voluntary or Community Organisation working in Wolverhampton to meet their safer recruitment and safer working practice responsibilities. This includes access to the CRB Disclosure checks.

To register with the YOW Safer Recruitment Service, groups must complete the registration form in this pack and return it together with, a completed contract and copies of the relevant policies: Disclosure Information policy, the Recruitment of Ex-Offenders policy and for good practice if you’d like to shear your Safeguarding Children and/or Vulnerable Adults policies if you have one.
1.3 
Contracts and Registration

We have engaged Safer Recruitment Ltd, an organisation registered with the CRB to undertake checks on behalf of non-registered organisations, to apply for criminal records disclosure information on behalf of our registered voluntary organisations.

A condition of your registration to access this service is the requirement to  meet the conditions of the CRB Code of Practice (see page 9). This details how Disclosure Information has to be used, handled and stored and requires the YOW Safer Recruitment Service to have policies covering these areas.

Groups and Organisations that wish to use the YOW Safer Recruitment Service need to  complete the registration form and contract within this pack and sign them. The contract will also need to be signed by the YOW Safer Recruitment Service co-ordinator.

Organisations must ensure that they meet the conditions detailed within the contracts. It is a CRB requirement that members have a written policy covering the use and handling of Disclosure Information.

Due to the sensitive nature of the information being processed it is essential that a high degree of confidentiality be maintained. Any breach of confidentiality by a registered group will be treated as a breach of contract with the Safer Recruitment Service and may result in this service being withdrawn. The YOW Safer Recruitment Service has a similar confidentiality agreement with the Criminal Record Bureau.
1.4 
Fees 

An administration fee of £5 will be charged by the YOW Safer Recruitment Service for each CRB check processed. Total costs for an enhanced CRB Disclosure are outlined in the table below.
Charges for the CRB checks (as of 01/02/11)

	
	SRS admin fee 
	CRB fee
	Total cost

	Volunteer worker
(see definition below)
	£5
	£0
	£5

	Paid employee
	£5
	£44
	£49


The Safer Recruitment Service reserves the right to review the admin charge, but will provide 1 months notice of any changes to the above fees.
CRB definition of a volunteer
‘A volunteer is a person who is engaged in any activity which involves spending time, unpaid (except for travelling and other approved out-of-pocket expenses), doing something which aims to benefit someone (individuals or groups) other than or in addition to close relatives’.
As the CRB does not charge a fee for Disclosure checks for volunteers, your  organisation will be asked to sign to confirm that any individual applying for a CRB check as a volunteer, is indeed a volunteer according to the above definition.
Safer Recruitment does not charge a registration fee for registering to use our 
service. 
1.5 
Level of Checks

The Criminal Records Bureau (CRB) enables any organisation to check the police records and, in relevant cases, information held by the Independent Safeguarding Authority (ISA). There are two levels of CRB check currently available; called Standard and Enhanced checks.

Which paid staff or volunteers can you ask to apply for a CRB Disclosure?

The two types of CRB checks are available in cases where an employer is entitled to ask exempted questions under the Exceptions Order to the Rehabilitation of Offenders Act (ROA) 1974.  This includes any organisation whose staff or volunteers work with children or vulnerable adults. 

Standard CRB check

Is available for any position or licensing application listed in the Rehabilitation of Offenders Act 1974, (Exceptions) Order 1975. Standard CRB checks show current and spent convictions, cautions, reprimands and warnings held on the Police National Computer. 

Enhanced CRB check

An Enhanced CRB check is available to anyone who works in what is known as a “prescribed position “. These are the positions which are in the ROA and have also been named in Police Act Regulations. Regulated Activity with either Children or Vulnerable Adults, certain are examples of prescribed positions.

Enhanced CRB checks contain the same information as the Standard CRB checks but with the addition of;

· any relevant and proportionate information held by the local police forces.

· a check of the new Children and or Vulnerable Adults barred lists where requested
The CRB recognises that the Standard and Enhanced CRB certificate information can be extremely sensitive and personal, therefore it has published a Code of Practice and employers’ guidance for recipients of CRB certificates to ensure they are handled fairly and used properly.

A copy of Negative CRB check will be sent out to the applicant and an email clear receipt will be sent to the Registered Body, then forwarded to the lead organisation person.
A copy of the positive CRB check will be sent to the registered body and forwarded onto the lead person.
The Safer Recruitment Service can provide checks at both the Standard and Enhanced level. It is expected that the majority of checks will be Enhanced ones covering volunteers and paid staff who will have “substantial and unsupervised access” to children /young people and /or vulnerable adults.
The Independent Safeguarding Authority and the Vetting and Barring Scheme
Under the Safeguarding Vulnerable Groups Act (2006), the Independent Safeguarding Authority (ISA) holds the Children’s barred list and the Vulnerable Adults barred list. These lists give details of those individuals who have been deemed unsuitable to work with the specified user/ client group under the Vetting and Barring Scheme. 
Under the Vetting and Barring Scheme, it is a criminal offence
· for anyone working with children/young people and/or vulnerable adults to apply to work or volunteer with these groups
·  for an employer or an organisation that uses volunteers, to knowingly employ a member of paid staff or appoint a volunteer who is barred from working with either of  those vulnerable groups.
There is also a duty on any organisation working with children or vulnerable adults to tell the Independent Safeguarding Authority when a member of paid staff or a volunteer  

· is dismissed because they have harmed a child or vulnerable adult 
· or would have been dismissed if they had not left, resigned or retired.
2. How to access the Safer Recruitment Disclosure service 


3. Applying for a CRB check received 

4. 
CRB Disclosure Check – Information for applicants  

The Disclosure application:

You have been asked to apply for a CRB Disclosure check by your group/organisation. This will be processed by the Safer Recruitment Service via the Safer Recruitment online checking facility and the Criminal Records Bureau (CRB). 
Identification check Please note one document must be provided from group 1 and two documents from group 2 together as part of your identification. If don’t have any from group 1 must provide five documents from group 2.

	Group 1 

I.D Required – Must provide 1 of the following 
	Group 2

I.D required – Must provide 3-4 of the following 
	Notes 

	· passport

· driving licence (full or provisional)

· birth certificate

· UK or EU National Insurance card 

· Adoption certificate 

· Identity card for foreign Nationals 


	· recent bank statement

· Letter address to you 

· recent Council Tax letter

· recent utility bill –i.e. phone bill

· addressed pay slip 

· Benefit proof letter 

· Work permit or visa  

· marriage certificate

· P45 –P60 statement 


	· No photocopies – only originals

· Identification must have your full name and current address  

· Document should state the same name as recorded on section A

· Document is less the 3 months old


The Safer Recruitment Service is required to abide by the CRB Code of Practice. 
In addition, the Safer Recruitment Service is required to have
· a written policy on the secure storing, handling, use, retention and disposal of Disclosures/ disclosure information
·  a Recruitment of Ex-Offenders Policy. 
The organisation asking you to undergo a CRB Disclosure Check is also required to have a written policy on dealing with disclosures. 

Level of Check
If you work in a position listed in the Rehabilitation of Offenders Act 1974 (Exceptions Order) 1975 then you may be asked to apply for a standard CRB Disclosure check. A Standard CRB check shows current and spent convictions, cautions, reprimands and warnings held on the Police National Computer. 

Where your employer considers that you will have 'substantial and unsupervised access to children or young people/vulnerable adults', you will be required to apply for an Enhanced Disclosure check. The details you give will be checked against records held on the police national computer for convictions, cautions, reprimands, and warnings, and also for any other relevant and proportionate, non-conviction information held by local police forces. 

 Confidentiality

The CRB form will be filled out on-line. This can be done in 3 options:
1 – Safer Recruitment Coordinator to come out to your Org and complete all the CRB checks on one to one basis, approx. 20mins to complete each one 

2 - Individual phones the Safer Recruitment Service and chooses to either have the form completed by Safer Recruitment by providing details over the phone, then arranges to meet for their ID check?

3 - The individual to complete the form themselves online via emailed link and then arranges to meet for their ID check?
You will then need to arrange an appointment to see the co-ordinator, present your identification documents for verification and provide any outstanding information not already entered. The on-line application will then be submitted. 
Your organisation will be responsible for paying, they may choose to pay either by:

· Cash  or cheque paid when present ID you will be asked to sign a receipt and hand to your organisation

· Or by invoice – you will not have to do anything if your organisation has choosen to pay this way.
A copy of Negative CRB check will be sent out to the applicant and an email clear receipt will be sent to the Registered Body, then forwarded to the lead organisation person.
A copy of the positive CRB check will be sent to the registered body and forwarded onto the lead person.

There are two types of results: 







5. 
Safer Recruitment Service – Disclosure Information policy 
General Principles 
As an organisation using the Criminal Records Bureau (CRB) Disclosure service to help assess the suitability of applicants for positions of trust, Safer Recruitment Service complies fully with the CRB Code of Practice regarding the correct handling, use, storage, retention and disposal of Disclosures and Disclosure information.
It also complies fully with its obligations under the Data Protection Act and other relevant legislation pertaining to the safe handling, use, storage, retention and disposal of Disclosure Information.

Storage and Access
Disclosure Information is never kept on an applicant’s personnel file and is always kept separately and securely, in lockable, non-portable, storage containers with access strictly controlled and limited to those who are entitled to see it as part of their duties
Handling











In accordance with section 124 of the Police Act 1997, Disclosure Information is only passed to those who are authorised to receive it in the course of their duties.
We maintain a record of all those to whom Disclosures or Disclosure Information has been revealed and we recognise that it is a criminal offence to pass this information to anyone who is not entitled to receive it.














         Usage
Disclosure information is only used for the specific purpose for which it was requested for which the applicant's full consent has been given.

Retention










The Safer Recruitment Service will not keep Disclosure Information for any longer than is absolutely necessary. This is generally for a period of up to 3 months, to allow for the consideration and resolution of any disputes or complaints. If, in very exceptional circumstances, it is considered necessary to keep Disclosure Information for longer than 3 months, we will consult the CRB about this and give full consideration to the Data Protection and Human Rights of the individual subject before doing so. Throughout this time, the usual conditions regarding the storage and strictly controlled access will prevail.

Disposal
Once the retention period has elapsed, we will ensure that any Disclosure Information is immediately suitably destroyed by secure means, i.e. by shredding, pulping or burning. 
While awaiting destruction, Disclosure Information will not be kept in any insecure receptacle (e.g. waste bin or confidential waste sack). 
We will not keep any photocopy or other image of the Disclosure or any copy or representation of the contents of a Disclosure. 
However, not withstanding the above, we may keep a record of the date of issue of a Disclosure, the name of the subject, the type of Disclosure requested, the position for which the Disclosure was requested, the unique reference number of the Disclosure and the details of the recruitment decision taken on a CRB Check Register.

6.  
Safer Recruitment Service – Recruitment of Ex-Offenders Policy
As an organisation using the Criminal Records Bureau (CRB) Disclosure Service to assess applicant’s suitability for positions of trust, the Safer Recruitment Service complies fully with the CRB Code of Practice and undertakes to treat all applicants fairly.
It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.

The Safer Recruitment Service is committed to the fair treatment of staff or potential staff, regardless of age, disability, gender reassignment, offending background, pregnancy or maternity, race, responsibilities for dependants, religion or belief, sex, or sexual orientation .

This Recruitment of Ex-Offenders Policy will be made available to all Disclosure applicants on request at the outset of the checking process.

A Disclosure can only be requested by the employer/volunteer coordinator once they have decided that a Disclosure is both proportionate and relevant to the position concerned. For those positions where a Disclosure is required, all application forms should contain a statement that a Disclosure will be requested in the event of the individual being offered the position.

Where a Disclosure is to form part of the recruitment process we will encourage all applicants to provide all information requested. 
Unless the nature of the position allows the Safer Recruitment Service to ask questions about the applicant’s entire criminal record we only ask about "unspent" convictions as defined in the Rehabilitation of Offenders Act 1974. 
The Safer Recruitment Service will ensure that any staff involved in the Disclosure process are suitably trained to identify and assess the relevance, and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

The Safer Recruitment Service will ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to the withdrawal of an offer of position by the employer.

The Safer Recruitment Service will make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.

Having a criminal record does not necessarily bar an individual from working with children and young people. This will depend on the nature of the position and the circumstances and background of the offences.

7.
CRB Code of Practice 
This Code of Practice is published under section 122 of the Police Act 1997 ("the Act") in connection with the use of information provided to registered persons ("Disclosure information") under Part V of that Act.

Disclosure information is information:
· contained in criminal record certificates under section 113 of the Act (which are referred to in this Code as "Standard Disclosures"); or

· contained in enhanced criminal record certificates under section 115 of the Act (referred to in this Code as "Enhanced Disclosures"); or

· provided by the police under section 115(8) of the Act

Except where indicated otherwise, the Code of Practice applies to all recipients of Disclosure information - that is to say:

· registered persons;

· those countersigning Disclosure applications on behalf of registered persons; and

· Others receiving such information.

Where reference is made to "employers", this should be read as including any person at whose request a registered person has countersigned an application, including:

· voluntary organisations and others engaging, or using the services of, volunteers; and

· Regulatory and licensing bodies.

Further information in relation to the Code of practice, and other matters relating to registered persons and others having an involvement with Disclosure information, is contained in an Explanatory Guide.

These are as follows:

Fair use of Disclosure information
Recipients of Disclosure Information shall:

· Observe guidance issued or supported by the Criminal Records Bureau ("the Bureau") on the use of Disclosure information - and, in particular, recipients of Disclosure information shall not unfairly discriminate against the subject of Disclosure information on (lie basis of conviction or other details revealed. In the interest of the proper use of Disclosure information and for the reassurance of persons who are the subject of Disclosure information registered persons shall:

· have a written policy on the recruitment of ex-offenders, so that a copy can be given to all applicants for positions where a Disclosure will be requested;

· Ensure that a body or individual at whose request applications for Disclosures are countersigned has such a written policy and, ii necessary, provide a model for that body or individual to use.

In order that persons who are, or who may be, the subject of Disclosure information are made aware of the use of such information, and be reassured.

Employers shall:
· ensure that application forms for positions where Disclosures will be requested contain a statement that a Disclosure will be requested in the event of a successful application, so that applicants are aware of the situation;

· include on application forms or accompanying material a statement to the effect that a criminal record will not necessarily be a bar to obtaining a position, in order to reassure applicants that Disclosure Information will not be used unfairly;

· Discuss any matters revealed in Disclosure Information with the person seeking the position before withdrawing an offer of employment.

· make every subject of a Disclosure aware of the existence of the Code of Practice, and make a copy available on request; and

· In order to assist staff to make appropriate use of Disclosure Information in reaching decisions, make available guidance in relation to the employment and fair treatment of ex-offenders and to the Rehabilitation of Offenders Act 1974.

Handling of Disclosure information
Recipients of Disclosure Information:

· must ensure that Disclosure Information is not passed to persons not authorised to receive it under section 124 of the Act. Under section 124, unauthorised Disclosure is an offence;

· must ensure that Disclosures and the information they contain are available only to those who need to have access in the course of their duties;

· must securely store Disclosures and the information that they contain;

· should retain neither Disclosures nor a record of Disclosure Information contained within them for longer than is required for the particular purpose. In general, this should be no later than six months after the date on which recruitment or oilier relevant decisions have been taken, or after the date on which any dispute about the accuracy of the Disclosure information has been resolved. This period should be exceeded only in very exceptional circumstances, which justify retention for a longer period.

Registered persons shall:
· have a written security policy covering the correct handling and safekeeping of Disclosure Information; and

· ensure that a body or individual at whose request applications for Disclosures are countersigned has such a written policy, and, if necessary, provide a model for that body or individual to adopt.

Assurance
Registered persons shall:

· co-operate with requests from the Bureau to undertake assurance checks as to the proper use and safekeeping of Disclosure information;

· Report to the Bureau any suspected malpractice in relation to this Code of Practice or any suspected offences in relation to the misuse of Disclosures.

Umbrella Bodies

a) 
An Umbrella Body is one, which has registered with the Bureau on the basis that it will countersign applications on behalf of others who are not registered.

b) 
Umbrella Bodies must satisfy themselves that those on behalf they intend to countersign applications are likely to ask exempted questions under the Exceptions Order to the Rehabilitation of Offenders Act 1974.

c) 
Umbrella Bodies must take reasonable steps to ensure that those to whom they pass Disclosure Information observe the Code of Practice.

Failure to comply with the Code of Practice
The Bureau is empowered to refuse to issue a Disclosure if it believes that:

· a registered person; or

· someone on whose behalf a registered person has acted or;

has failed to comply with the Code of Practice.







Request for CRB Disclosure Checks
I (please print lead person’s name) ...……………………………………................................
hold the following position of responsibility .........................................................................
in (organisation / group name) …………………………………………………………………..
and hereby request that the Safer Recruitment Service run a CRB Disclosure check on

	Full name of applicant
	Job Role/Title
	Paid staff or

Volunteer
	Contact tel. no. & Email address for applicant
	Office Use Only

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


A volunteer is a person who is engaged in any activity which involves spending time, unpaid (except for travelling and other approved out-of-pocket expenses), doing something which aims to benefit someone (individuals or groups) other than or in addition to close relatives’.

You are signing to agree and confirm that the information above is true and correct. As the Criminal Records Bureau doesn’t charge a fee for a CRB Disclosure check for volunteers, it is particularly important that the person signing this form is aware of the paid or volunteer status of each applicant.  

Please ensure you complete the form ‘Applying for CRB Disclosures on Behalf of volunteers’ below.
Signed ……………………………..……..................................
Date ……..…………………
Email address to which notification of a negative (clear) result can be sent
………………………………………………………………..….……….………………...............

The only way of requesting a Disclosure check is by using this form. 
It can be returned by post to:
( YOW Safer Recruitment Service, The Workspace, All Saints Road, Wolverhampton WV2 1EL

or email to:-
( saferecruitment@yow.org.uk 


Applying for CRB Disclosures on Behalf of volunteers.

Volunteers
 

The CRB are committed to providing free-of-charge Disclosures for all volunteer applications that meet the formal definition of a volunteer.
 

Definition of a volunteer

 

The Police Act 1997 (Criminal Records) Regulations 2002 defines a volunteer as:

 

a person engaged in an activity which involves spending time, unpaid (except for travel and other approved out-of-pocket expenses), doing something which aims to benefit some third party other than or in addition to a close relative.
 

The CRB reserves the right to audit any organisation that applies for Disclosures on behalf of volunteers and impose charges where such applications are found to have been made erroneously. 

As such, we require signed confirmation that these applications are made in line with the definition set out above and that you understand the implications of making these applications incorrectly.

Organisation Name:

Address:


Postcode:

Contact Telephone Number:

Email Address:

I, the undersigned confirm that as a representative of the above organisation, the Disclosure applications made to the Criminal Records Bureau (CRB) on our behalf by Safer Recruitment Ltd in their capacity as an Umbrella Body, meet the definition set out in the The Police Act 1997 (Criminal Records) Regulations 2002 as above.

I understand that Safer Recruitment Ltd and/or the CRB reserve the right to audit these applications and that charges may be incurred where any application is found to have been made incorrectly.

Name: (please print)

Signed: 








Date:

**This form is required to be signed and returned to us before we can proceed to process volunteer applications**

Disclosure Information – Model Policy for organisations
It is a CRB requirement that organisations accessing the CRB Disclosure service through Safer Recruitment as an umbrella agency, must have and provide the Safer Recruitment Service with a copy of their own written policy on the use, handling and storage of Disclosure Information.

Organisations may already have written policies in place that govern how they deal with confidential information; it may be possible for them to adapt these to incorporate the requirements of the CRB.

The suggested outline wording of the policy given here is taken from the CRB model policy on the secure storage, handling, use retention and disposal of Disclosures and Disclosure Information.

[Name of organisation]  Disclosure Check Policy

General Principles

As an organisation using the Criminal Records Bureau (CRB) Disclosure service to help assess the suitability of applications for positions of trust [name of organisation]                                                                                          complies with the CRB Code of Practice concerning Disclosure Information, for agencies accessing the Disclosure service via umbrella agencies.

Storage and Access

Completed Disclosure application forms waiting to be processed will not be kept in an applicant’s personnel file but will be kept separately and securely in lockable, non-portable storage containers. 
The organisation will, in the case of a negative check securely dispose of all CRB Check data within 3 months of the date of the check and confirmation of the negative check may be retained on the employee’s file.

In the case of positive checks a record of the procedure and decision may be kept on file but this will not detail any convictions of an individual.

Handling

Applicants will be asked to complete Disclosure forms in accordance with the Safer recruitment guidance Notes and the CRB code of practice. Once completed, the applicant will arrange an appointment to have their identification checked. Completed forms waiting processing will only be handled by the Safer Recruitment Co-ordinator 
Usage

Disclosure information will only be used for the specific purposes for which it was requested for which the applicant’s full consent has been given.

Retention

Applicant’s will be encouraged to phone the Safer Recruitment Service co-ordinator to provide initial information and book an appointment to have their identification checked. Any information that has to be retained as a hard copy or as an electronic copy will only be retained as long as is necessary. During any retention period the usual conditions regarding storage, access and handling will apply.

This policy will be reviewed annually by the lead or board member to ensure that
[name of organisation]                                                                                             is being fully compliant.

Recruitment of ex-offenders – Model policy for organisations 

As an organisation using the Criminal Records Bureau (CRB) Disclosure Service to assess applicants' suitability for positions of trust, [Name of organisation]   __________                           ​_________________________________ complies fully with the CRB Code of Practice and undertakes to treat all applicants fairly. It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.

[Name of organisation] ________________________________ is committed to the fair treatment of staff or potential staff, regardless of age, disability, gender reassignment, pregnancy or maternity, offending background, race, religion or belief, responsibilities for dependants, sex, or sexual orientation.

This Recruitment of Ex-Offenders Policy will be made available to all Disclosure applicants on request at the outset of the checking process.

A Disclosure is only requested after a risk assessment by the employer has indicated that one is both proportionate and relevant to the position concerned. For those positions where a Disclosure is required, all application forms should contain a statement that a Disclosure will be requested in the event of the individual being offered the position.

Where a Disclosure is to form part of the recruitment process [Name of organisation] ____________________________________    will encourage all applicants to provide all information requested fully. Any information that needs to be posted needs to be sent under separate cover to the responsible Officer within [Name of organisation] __________________________________________________ and we guarantee that this information is only to be seen by those who need to see it.

Unless the nature of the position allows [Name of organisation]  ____________________ _______________________ to ask questions about the applicant’s entire criminal record we only ask about "unspent" convictions as defined in the Rehabilitation of Offenders Act 1974. [Name of organisation] ________________________________will ensure that our staff involved in the Disclosure process are suitably trained to identify and assess the relevance and circumstances of offences. We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

[Name of organisation] ________________________________ will ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to the withdrawal of an offer of employment by the employer.

[Name of organisation] ________________________________ will make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.

Having a criminal record does not necessarily bar an individual from working with children and young people. This will depend on the nature of the position and the circumstances and background of the offences.

	If you do not have any of the required policies it does not mean you are not able to register/use with the service, 
please contact the Safer Recruitment Service Co-ordinator  01902 877547 who will be able to offer support, guidance and sign-posting to help your organisation meet the requirements.
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Voluntary and Community Organisations contacts the Safer Recruitment Service to register 











Groups supported to fulfil registration process 











Completes and signed registration form and contact, returns to the Safer Recruitment Service with the Recruitment of Ex-offenders policy and Disclosure information policy 











Safer Recruitment Service will check contract and policies 











More / Further Information is required before registered 











Everything  Ok – send confirmation email to lead person





Registered group/org complete the Disclosure check form to request CRB checks for individuals 





 





The Org decides how they want to do their CRB checks, 3 options:


1 – Safer Recruitment come out to your Org and complete all the CRB checks on one to one basis, approx. 20mins to complete each one 


2 - Individual phones the Safer Recruitment Service and chooses to either have the form completed by Safer Recruitment by providing details over the phone?


3 - The individual to complete the form themselves online via emailed link and arranges to have ID checked with SRS 





Once forms completed an appointment must be made with the Safer Recruitment service to have their ID checked 





 





Individual has ID checked in person, the form is then completed and submitted 





 





The process can be tracked by both the individual and the Safer Recruitment Service 





 





 CRB results received by individual and organisation      





 





Individual to check the CRB details of the applicant carefully to ensure they are accurate 





 





                                                                                                                   Negative Result


Individual can start work subject to other Safer Recruitment measures.  





 





Positive result


Risk assessment carried out with applicant and panel of two people form the organisation.


Decision made and recorded by organisation whether individual is suitable to work at the organisation. 





Negative Result


A negative result means that the records show there is no reason why you should be considered unsuitable for working with children and young people.





Positive Result


A positive result means that records show something that you have not declared, or that something you have declared, may give cause for concern for those employing you or appointing you as volunteer to work with children/young people and/or vulnerable adults. In the case of a positive result, you would be contacted by your employer to confirm that the details are correct; if they are incorrect the check would be re-run. If the details are correct you would be asked your reason for non-declaration and/or more details of the nature and circumstances of the offence. A decision would then be made as to whether clearance to work with children/young people and/or vulnerable adults could be given.











Having a criminal record does not necessarily bar an individual from working with children and young people – a meeting / risk assessment should be arranged to discuss any positive result from a CRB Disclosure Check.
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