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Registered Charity No:1114834
Company Limited by Guarantee No:4216016
Incorporated in England & Wales

Registered office: The Workspace, All Saints Road, Wolverhampton, WV2 1EL



 
                                                                                            
Registration form for Voluntary or Community organisations registering with the Safer Recruitment Service
(Please ensure all parts of the form are completed to save time) 

Name of Organisation ………………………………………………………………

Name of Lead Contact …………………………………………………..................

Tel …………………………………   Mobile………………………………………..

E-mail …………………………………………………………………………………

Address of organisation…………………………………………………………….
…………………………………………………………………………………………
Postcode………………..

Address for correspondents (if different from above)

…………………………………………………………………………………………

…………………………………………………………………………………………

Postcode……………………

The person named above will be the main point of contact with the Safer Recruitment Service and will be the person to receive the email confirming all completed CRB checks received. 
Please complete this Registration Form and send back to Gemma Hindley:

Together with: -
· The completed contract.

· You’re Policy on Disclosure Information.(model policy on page 7)
· You’re Policy on the Recruitment of Ex-Offenders. (model policy on page 8)
· Request for Disclosure check form 

For good practice please could you also provide your policy for safeguarding children and/or Safeguarding vulnerable adults if you have one, if not we can help you develop one if you wish
To: Safer Recruitment Service at Y.O.W, The Workspace, All Saints, Wolverhampton WV2 1EL  
Payment - Charges for the CRB checks (as of 01/02/11)
Registration Fees – we do not require a registration fee to register with our service. 
Any queries please contact the Safer Recruitment Service co-ordinator. 
	
	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.

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’
I wish to register with Safer Recruitment Service for access to their Disclosure Service
Signed ………………………………. Name ……………….………………..  Date…..…….…
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Agreement / Contract for Safer Recruitment CRB Disclosure Service
Between:  [name of group]
and YOW’s Safer Recruitment Service, Workspace. All Saints, Wolverhampton WV2 1EL
1. Both parties agree that Disclosure information and requests for Disclosure checks will be processed in accordance with the system detailed in the Safer Recruitment information pack.

2. The Yow Safer Recruitment Service will accept checks for processing on receipt of a completed and signed copy of this contract by the authorised representative of the  group and a copy of the groups’ written policy on the handling of Disclosure information and recruitment of Ex-offenders, 
Please also provide your policy for safeguarding children and/or Safeguarding

Vulnerable adults if you have one, if not we can help you develop one.

3. The YOW Safer Recruitment Service will process requests for CRB Disclosure checks in accordance with procedures laid by the CRB.
4. Safer Recruitment will deal with all enquiries and correspondence relating to disclosure checks confidentially and will maintain secure systems in accordance with our Disclosure policy.

5. The registered member group will maintain the confidentiality of Disclosure information in accordance with its written policy. Failure to do so will be treated as a breach of contract and may result in the withdrawal of the service.

6. The lead person will submit each request for a Disclosure Check required. 

7. Once the CRB process is already submitted and started even if the individual NO longer wishes to start at your organisation it will be the organisation’s responsibility to pay the Safer Recruitment Service for the CRB check.
8. The YOW Safer Recruitment Service will give one month’s notice of the administration fee increase. For the CRB cost increases we will do our very best to provide you with as much notice as possible as and when we receive it.
	
	SRS admin fee 
	CRB fee
	Total cost

	Volunteer worker


	£5
	£0
	£5

	Paid employee
	£5
	£44
	£49


Signed……………………………….  Signed ……………………………..   Date………..…..    

Print name…………………………….Print name…………………………   Date …………..

(Lead contact for registered group)
    (For Safer Recruitment Service)














Form SRS001

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 needs to be returned by post or email to:-
( YOW Safer Recruitment Service, The Workspace, All Saints Road, Wolverhampton WV2 1EL

( 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.

[image: image3.jpg]. > N 5
YOUTH ORGANISATIONS WOLVERHAMPTON




Requirements when registering with YOW’s Safer Recruitment Service 
Below is a list of the requirements the Safer Recruitment Service requires when your

Organisation/group registers to use our service.
Please include the following documents with your registration form: 
(Please tick the box below to confirm if provided or not)
	Required Document
	Copy provided enclosed 
	We do not currently have this policy and would appreciate some help and support

	· Your Policy on Disclosure Information  


	
	

	· Your Policy on the Recruitment of Ex-Offenders.  


	
	

	· Your policy for safeguarding children and/or vulnerable adults*
	
	


	*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 who will be able to offer support, guidance to help your organisation meet the requirements.
We will also support to help you review and update your existing safeguarding policy. 


Thank you 

YOW’s Safer Recruitment Service 
Creator GH  
                                   Updated August 2011
Creator GH  
                                   Updated August 2011

