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Recruitment of Ex-Offenders

Relevant Legislation:

· REHABILITATION OF OFFENDERS ACT 1974

· DATA PROTECTION ACT 1998

· HUMAN RIGHTS ACT 1998

GENERAL PRINCIPLES

As an organisation using the Criminal Records Bureau Disclosure service to assess applicants’ suitability for positions of trust, Framework complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other information revealed.
Any worker or potential worker can obtain a copy of the Criminal Records Code of Practice on request.  Please contact the Human Resources Manager at Framework’s central office.

Framework is committed to equality of opportunity in its work and has a written Equality & Diversity Policy available to potential and existing workers on request.  Framework is committed to the fair treatment of potential workers regardless of any offending background.
Framework has a written policy on the recruitment of ex-offenders, which is made available to all Disclosure applicants at the outset of the recruitment process.

POLICY STATEMENT

Framework’ recruitment and selection process will provide a fair, systematic and reliable basis for selecting the most suitable candidate for any given vacancy.  Our written policy on the recruitment of ex-offenders is issued to all applicants at the outset of the recruitment process.
Framework will identify, by use of a thorough risk assessment, the roles that will be subject to a Disclosure from the Criminal Records Bureau.  Generally these will be Enhanced Disclosures for roles where the worker will have regular contact with Vulnerable Adults or Young People.  An Enhanced Disclosure will reveal an individual’s entire criminal record, and is not restricted to ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 1974,
All applications for employment or volunteering will contain a request that the individual makes disclosure of previous criminal convictions.  Individuals called to interview will be asked to provide details of any criminal record disclosed on their application form.  It is recognised that a significant proportion of the general population has some form of criminal record.  Framework is committed to providing work opportunities based on the skills and experience of the candidate and will not unfairly deny an individual employment because of any criminal record they may have.

Some workers may already have a recent Disclosure document that they wish to submit to Framework to avoid a further Disclosure submission to the Criminal Records Bureau.  Unfortunately, because of the need to align the disclosure to the role being applied for, a previous disclosure cannot be accepted.

Framework will undertake to discuss any matter related to a Disclosure with the person seeking employment before withdrawing a conditional offer of employment.
Applications for employment contain sensitive personal data and will only be held by authorised workers in Framework and used exclusively for the recruitment and selection process by a nominated panel of workers who have received relevant training for this purpose.

Framework may decide not to confirm appointment or to dismiss a worker if, during the recruitment and selection process the worker has failed to declare a conviction or have misrepresented their criminal record.
Where this is the case, all workers will have an opportunity to a separate discussion and opportunity to give their reasons for non disclosure, or further inform on the nature of their conviction[s].

Repeat Disclosures

At Framework’s Registered Care Home, currently at 32 Bentinck Road Criminal Records Disclosures for every worker will be requested annually because of the particularly vulnerable older service users at that project. 

At Framework’s Aidan House Project and Aidan Tenancy Support Project, Criminal Records Disclosures for every worker will be requested annually because of the particularly vulnerable children in those projects.

Disclosures by workers

All workers who were required to produce an Enhanced Criminal Records Disclosure are required to declare any new criminal convictions or cautions to their Line Manager within 10 days of the sanction being placed.

Managers should discuss any disclosures made by their workers with their Service Manager or the Human Resources Manager as soon as possible after being informed of the conviction or caution.  Every effort will be made to support the worker in their continuous employment with Framework, dependent upon the seriousness of the conviction and its impact on the service or the reputation of Framework.  

Additional Information

Framework may receive, in addition to the Criminal Records Disclosure, additional information about the applicant.  Where this is the case, this information will not, under any circumstances, be revealed to the applicant without the written permission of the chief police officer who released the information.  Framework would be guilty of a criminal offence if it fails in this duty.

If Framework rejects an applicant based on additional information received, no indication will be made to the applicant that this is the reason.  Legal advice will be sought if the applicant remains unsatisfied.

Monitoring of this policy will be undertaken to ensure compliance.  This Policy will be reviewed every 3 years.

Approved by the SD&HR Committee 8th June 2006

FRAMEWORK POLICY

Secure Storage, Handling, Use, Retention & Disposal of Criminal Records Disclosures

GENERAL PRINCIPLES
As an organisation using the Criminal Records Bureau [CRB] Disclosure service to assess applicants’ suitability for positions of trust, Framework complies fully with the CRB Code of Practice regarding the correct handling, storage, retention and disposal of Disclosures and Disclosure Information.  It also complies fully with its obligations under the Data Protection Act 1998 and other relevant legislation pertaining to the safe handling, use, storage, retention and disposal of Disclosure information.

Criminal Records Disclosures will only be obtained for individuals who have been given a preliminary offer of employment.  The offer will be made subject to the completion of a CRB Application, receipt of employment references and, in the case of night workers, subject to the completion of a Health Assessment Questionnaire.

STORAGE AND ACCESS

Disclosure information will be kept in a non portable cabinet or cupboard kept locked at all times and only those with the authority to view such information as part of their duties will have access.  

HANDLING

In accordance with section 124 of the Policy Act 1997, Disclosure Information is only passed to those who are authorised to receive it in the course of their duties.  This would normally be direct line management and Human Resources who would have exclusive access.   It is recognised that photocopying a Disclosure is prohibited; making a written record of convictions revealed on the Disclosure is prohibited and that sharing Disclosure information with anyone not entitled to receive it is a criminal offence.
USAGE
Disclosure information is only used for the specific purpose for which it was requested, which for Framework, is for minimising risk in Recruitment and Selection of workers.

RETENTION

A record of the date of issue of a Disclosure, the name of the subject and the type of Disclosure, the position for which the Disclosure was requested and the unique reference number of the Disclosure will be kept with other records held on the individual concerned.

The Disclosure information document will be retained until the worker has been successfully assessed at their probationary appraisal six months after they began employment with Framework. 
Where a probationary assessment is delayed or where other specific issues arises that necessitate the retention of a Disclosure beyond six months, the Criminal Records Bureau will be approached for permission to retain the document for a longer period of time.

Retention of Disclosure information documents for workers at Framework’s Registered Care Home will be retained for 12 months or until the next Care Standards Inspection Visit.

DISPOSAL
Disclosure Information will be confidentially shredded.  
DISPUTES
If an individual disputes the content of a Criminal Record Disclosure, they should contact the Human Resources Manager who will process their dispute in line with guidelines published by the Criminal Records Bureau.

Monitoring of this Policy will be undertaken to ensure compliance.   This Policy will be reviewed every 3 years.
Approved by the SD&HR Committee 8th June 2006
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