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1.0
Introduction

This document is based on the information supplied in the Guidance Notes provided by the Criminal Records Bureau but has been adapted to support the specific needs of the University.

The Policy is in three parts:

Part 1:
The Northumbria University Policy for All Applicants regarding the Recruitment of Ex Offenders.

Part 2a:
The Disclosure of Information Human Resources Application Process

Part 2b: 
The Disclosure of Information Registrars Application Process

Part 3:
The Secure Storage, Handling, Use, Retention & Disposal of Disclosures & Disclosure of Information Policy.

Disclosure of Information is largely governed by the following legislation:

Rehabilitation of Offenders Act 1974

The Protection of Children Act 1999

The Police Act 1997

Data Protection Act 1998

The Criminal Justice and Court Services Act 2000

Education Reform Act 1988

For more information visit: www.disclosure.gov.uk
2.0 PART 1: The Northumbria University Policy for All Applicants regarding the Recruitment of Ex Offenders.

2.1
Introduction

This policy is intended for use across all areas of the University.  It therefore pertains to both staff and students.

Reports investigating the abuse of children (e.g. Hunt Report, Clothier Report and the Health Service Circular HSC 1998/212 Children’s Safeguards Review: Choosing with Care) have recommended the need for more rigorous selection procedures for both students and staff undertaking roles involving substantial access to children and other vulnerable groups. There is also a need to ensure the selection of applicants who are capable of fulfilling the professional/statutory requirements associated with the respective programmes. 

Northumbria University actively promotes equality of opportunity for all with the right mix of talent, skills, and potential and welcomes applications from a wide range of applicants including those with criminal records.  The University selects all candidates for interview based on their skills, qualifications and experience.

2.2
The Criminal Records Bureau (CRB)

The Criminal Records Bureau (CRB), an executive agency of the Home Office, has been set up to help organisations make safer recruitment decisions.  By providing access to criminal record information the CRB will help organisations in the public, private and voluntary sectors and educational institutions identify candidates who may be unsuitable for certain work, especially that involving contact with children or other vulnerable members of society.

Certain programmes within the University require their students and staff to have been screened by means of a ‘Disclosure’ obtained from the CRB.  A Disclosure is an impartial and confidential document that details an individual’s criminal record and where appropriate, details of those who are banned from working with children.  The CRB will carry out a criminal record check for an individual drawing on four primary sources of information:

· Police National Computer (PNC)

· Local Police Force Records

· Department of Health

· Department for Education and Skills

According to the nature of the employment or the course and its placement requirements information will be drawn from the PNC alone or from every source. This defines “Disclosure” and constitutes a national standard throughout England and Wales.

2.3
Registered Body

Northumbria University is a Registered Body with the CRB.  Information provided on any Disclosure is both sensitive and confidential.  It is obviously important that anyone within an organisation who is party to that information should handle it in an appropriately sensitive and confidential fashion.  In becoming a Registered Body the University must adhere to the CRB Code of Practice. The University has nominated members of staff who will be responsible for handling the Disclosure process.  They are:

Lead Signatory:

The Director of Human Resources, HR Department
Counter Signatories: 

For student entries:

The Head of Student & Programme Administration, Registrar’s Department and Senior Administrator, Registrar’s Department.

For staff and candidates:
The HR Development Manager and HR Service Manager, HR Department

The above named individuals have also been subject to Disclosure and have been approved by the CRB.

All individuals or organisations using the Criminal Records Bureau (CRB) Disclosure service to help assess the suitability of applicants for positions of trust and who are recipients of Disclosure information must comply fully with the CRB Code of Practice. This requires them to treat all applicants for positions who have a criminal record fairly and not to discriminate unfairly against the subject of a Disclosure on the basis of conviction or other information revealed. It also obliges them to have a written policy on the recruitment of such individuals, which can be given to all applicants for positions where a Disclosure is requested and to ensure that a body or individual at whose request applications are countersigned has such a written policy. 

2.4
Policy Statement


· As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, Northumbria University complies fully with the CRB Code of Practice and undertakes to treat all applicants fairly and not to discriminate against any subject of a Disclosure on the basis of conviction or other information revealed.

· Northumbria University is committed to the fair treatment of its staff, students, potential staff and potential students, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background. 

· The Policy and Procedures on the Recruitment of Ex-Offenders is made available to all applicants at the outset of the recruitment process and can be viewed on the University website: www.northumbria.ac.uk
· Northumbria University actively promotes equality of opportunity for all with the right mix of talent, skills and potential and welcomes applications from a wide range of candidates including those with criminal records.  Candidates for interview are selected on the basis of their skills, qualifications and experience.

· A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the course or post concerned.  

· Where a Disclosure is to form part of the recruitment process applicants will be informed of the procedure and requirements for providing information to Northumbria University at the appropriate time.

· Unless the nature of the course or post to which you have applied allows Northumbria University to ask questions about your entire criminal record we only ask about “unspent” convictions as defined in the Rehabilitation of Offenders Act 1974.

· Information contained within a Disclosure will be considered by a University Disclosure Panel at which a decision will be made as to the Suitability or Unsuitability of the Applicant.  
· We ensure that all those in Northumbria University who are involved in the recruitment process have been 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.

· Failure to reveal information that is directly relevant to the programme/position requirements could lead to withdrawal of an offer of a University place/position.

· We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.

· Where the offer of a place/position is not confirmed as a result of information contained within a Disclosure, the individual will be informed of the decision in writing by the University.  

· Having been offered a place on a programme or a position with the University it is the responsibility of the individual to make the University aware of any subsequent convictions.  The University will then make a decision as to whether it is appropriate for that individual to remain on the programme or in the post.
Having a criminal record will not necessarily prevent an individual from being a student or member of staff at Northumbria University.  This will depend on the nature of the position or the course requirements, professional suitability and the circumstances, nature and background of the offences.

3.0 PART 2a: The Disclosure of Information Human Resources Application Process

3.1
Objectives of the Application Process

The purpose of this process is threefold:

· To complement the Appointments Policy that applies when engaging the services of staff, third party service suppliers or volunteers to work for or on behalf of the University.

· To ensure, as far as is reasonably possible, that all young people, and ‘vulnerable’ adults, are fully protected from risk and exposure to inappropriate, unsolicited, or immoral behaviour on the part of any future or existing member of staff, or those associated with the delivery of teaching, or services, on behalf of the University;

· To ensure fairness and equity is applied during the Disclosure of Information process to potential and existing staff, third party suppliers, secondees, or volunteers.

3.2
Roles & Responsibility for the Policy

Chairs of Selection Panels are responsible for following this policy and procedures and ensuring that all persons assisting in the selection process follow them.  It is imperative that all candidates are made aware of their obligations to comply with Disclosure of Information requirements. To this end the HR department will ensure all documentation is correctly supplied.

Individual Managers are responsible for the process of appointing staff, service suppliers, secondees or volunteers to the areas of the University for which they are responsible and for ensuring that staff to whom they delegate the responsibility of Chairing selection panels follow the policy and procedures.  In addition the manager is responsible for identifying and instigating changes to the Job Description and Person specification where a post is required to work with young people or vulnerable adults.

The Senior HR Administrator, HR Administrator and/or designated Departmental/School Administrator, is responsible for ensuring the administration of the process complies with the Policy and CRB codes of practice and co-ordinate all relevant documentation.

The Lead Signatory is the sole authority to act on behalf of the CRB and has overall accountability for the process. (HR Director, Departmental Director, Dean of School).

The Counter Signatory is responsible for checking that the Administrator has verified they have seen the appropriate evidence of identity. (Designated HR Manager or Departmental Manager)

The Successful Applicant, Service Provider, Secondee or Volunteer is responsible for abiding by the principles of the Policy, Disclosure of Information Codes of Practice and selection criteria.

3.3
Guiding Principles

This document provides guidance to staff who are responsible for appointing people who, by virtue of the responsibilities of the position, require verification that there is no justifiable or legal reason why they may not be considered to work for the University either as a direct employee, supplier, secondee or ‘volunteer’. 

(See Table 1: Category Types, Codes and Occupations)

Disclosure of Information is commonly referred to as ‘CRB checks’ (access to information provided by the Criminal Records Bureau).

Application for the Disclosure of Information is made solely on the expressed written authority of the successful candidate, or person(s) engaged to undertake work for or on behalf of the University. (See Part 2: Disclosure Procedure)

Disclosure Information indicates the suitability of a candidate, or person(s) engaged to work for, or on behalf of the University, to undertake a role that will involve working with young people under the age of 18 or ‘vulnerable’ adults. (See ‘Glossary’ for definitions).

Disclosure Information is a means of determining whether or not an individual has a ‘record’ that does not permit them to work with young people or ‘vulnerable’ adults, or undertake responsibilities that may bring into question the persons honesty and/or integrity.

Disclosure of Information is not a legal requirement; it is additional information used in order to satisfy pre-determined appointment criteria. 

Under no circumstances can a person be allowed to commence working for the University without the Disclosure Information unless they have completed a ‘Self Declaration’.  It is therefore imperative to plan the selection process well in advance of any activity to allow sufficient time to receive the information.

3.4
What types of Occupations are covered?

(See Table 1: Category Types, Codes and Occupations)

The type of report sought from the CRB is essentially based on levels of responsibility in relation to working with, caring for or authority over, young people under 18 or ‘vulnerable’ adults.

There are three occupational types that determines the level, and Category, of Disclosure Information: 

· Basic, Standard and Enhanced.

It has been determined that, where a CRB check has been identified as a requirement (as indicated below), it should be either a Standard Disclosure or an Enhanced Disclosure.

3.5
Standard Disclosures

(See Table 1: Category Types, Codes and Occupations)

If the recruiter decides that the position to be filled warrants a Standard Disclosure they should consider whether the duties of the position are compatible with those relating to the position for which the Disclosure was issued. 

Where a post involves working with children, lists of those considered unsuitable to work with children and held by the Department for Education and Skills and the Department of Health will also be checked. 

Where posts do not involve working with children, these lists are not checked.

Similarly, where a position involves working with vulnerable adults, the CRB will check the DH list of those banned from working with vulnerable adults once that list becomes available.

Standard Disclosures are generally processed within 2 weeks on receipt of the application.

3.6
Enhanced Disclosure

Positions qualifying for Enhanced Disclosures, are those where normal duties include caring for, training, supervising or being in sole charge of children or vulnerable adults. 

Examples of types of occupations within the University include:

(See Table 1: Category Types, Codes and Occupations)
· Teachers - all levels of education for those aged under 18 

· Doctors 

· Social Worker working with children or ‘vulnerable’ adults 

· Further Education Lecturers - if teaching persons aged under 18 

· Childcare Staff

· Sports Coaches 

· Nurses/Occupational Health

· Summer school co-ordinators, ‘volunteers’ and organisers.

· Lead Signatories & Counter Signatories

Enhanced Disclosures are generally processed within 4 weeks.

3.7 What are Category Codes?

(See Table 1: Category Types, Codes and Occupations)

The Category code indicates the level of information that will be asked of the CRB in relation to the occupation type.

There a number of Category Codes applicable to various types of occupation. 

The list below provides a list of University occupations and Codes applicable within the specified category.

Table 1: Category Types, Codes and Occupations

	Category type
	Category code
	Type of Disclosure
	University Occupations

	A position whose normal duties include caring for, training, supervising or being in sole charge of children.
	03
	Enhanced
	Childcare Staff, 

Education Liaison, 

Pastoral Workers, 

Sports Coaches

School Placement Students

	Member of the governing body of an educational institution  
	07
	Standard
	Board of Governors

	Work in a further education institution where the normal duties of that work involve regular contact with persons aged under 18 or ‘vulnerable’ adults.
	09
	Standard
	Lecturers, 

Summer School Staff 

(organisers, employees, ‘volunteers’ and activity workers that do not fall within Category Code 03)

	Nurse
	16
	Enhanced
	Occupational Health Nurse

Nursing Students 

(Placement Students), 

Research Staff visiting or directly involved with under 18 or ‘vulnerable’ adults

	Legal Executive
	26
	Standard
	Legal Adviser, 

University Secretary

Legal Students on Placement

Lead Signatories & Counter Signatories, CRB Administrators


3.8
Review of Disclosure Information

Staff falling within the Enhanced Disclosure Type (Category level 3 only) should have a further check at 3 yearly intervals; this will be administered via the HR Department.

3.9
Can a Disclosure be used more than once? (Transferring Disclosures & Secondments)

Disclosure Information already obtained for existing or previous posts can be used, however it is the nature of the duties concerned, and the type of Disclosure sought, that will affect whether it is necessary to reapply for Disclosure Information or if previous Disclosures can be relied upon.

It is the responsibility of the manager to determine whether or not to accept a Disclosure issued for another purpose or whether to request a further report.

This is particularly relevant when considering Secondment or Transfer opportunities within or to the University and whether or not those being considered can provide Disclosure Information used for their position with the existing Employer.

Disclosures, of whatever type, carry no period of validity as they are designed for use immediately after issue and for a particular position only. 

In general it is far more reliable to request a further report than to debate the merits and validity of a previous one, particularly as the report is only as effective as the date it was issued given that the accuracy of the information deteriorates with time.

For further information contact the Human Resources Department.

3.10
Verifying applicants' identity

Correct identification of job applicants is the cornerstone of the Disclosure service. 

When identity is verified beyond doubt, names can be matched with criminal records and - in cases where the position involves working with children - with lists of those banned from working with children held by the Department of Health and the Department for Education and Skills.

To operate the service successfully, we must ensure that the identity and current address of each Disclosure applicant is verified beyond doubt. 

The personal information provided by applicants on their application forms must be treated confidentially, and the central principles and rights of individuals must be adhered to in relation to this information.

3.11
How long is Disclosure Information valid?

A Disclosure, of whatever type, carries no period of validity. 

Disclosures are designed for use immediately after issue. 

A copy of the CRB’s Portability guidance is available at www.crb.gov.uk.

Alternatively advice regarding the repeat use of the disclosure process is available by contacting the following number 0870 0100 450.

3.12
The Appointment of University Staff: Recruitment & Selection

(See also ‘Can Disclosure Information be used more than once?’)



The Appointment of University Staff Continued: 



3.13
The Appointment of Service Providers & Volunteers (e.g. Coaches, Summer School helpers)

(See also ‘Can Disclosure Information be used more than once?’)

This process applies where an individual is not engaged through the Recruitment & Selection Procedure



The Appointment of Service Providers Continued:




3.14
A change in duties that will involve working with young people under 18 or vulnerable adults 

(See also ‘Can Disclosure Information be used more than once?’)

This process applies where an individual is not engaged through the Recruitment & Selection Procedure 



A change in duties that will require working with young people under 18 or vulnerable adults continued:



3.15
Convictions whilst in the employment of the University

It is the sole responsibility of an individual to notify the University of any Convictions that have occurred during their employment.  Failure to do so may result in disciplinary action leading to dismissal. 

Convictions whilst in the employment of the University will be dealt with through Disciplinary Procedures depending on the severity of the conviction, relevance to the post and risk to others.

3.16
Checking documentation

When verifying documentation, always check for signs of tampering.

Documents should be queried if they display any signs of damage, especially in the areas of the name and the photograph.

The following guidelines should help you to be on the lookout for any suspicious signs when authenticating documents.

Passport (UK, Foreign): Check the general quality and condition of the passport. Treat it with suspicion if it is excessively damaged: 'accidental' damage is often used to conceal tampering. Photographs should be examined closely for signs of damage to the laminate or for excessive glue or slitting of the laminate: these signs would indicate photo switching. If the photograph appears excessively large, this might indicate an attempt to hide another photograph underneath. There should also be an embossed strip embedded into the laminate, which will catch a portion of the photograph. Check there is no damage to this area.

Photo driving licence: Examine the licence for evidence of photo tampering or any amendment of the printed details.

Old style driving licence (no photograph): Remove the document from the plastic wallet and check that it's printed on both sides. It should have a watermark visible by holding the licence up to the light, and there should be no punctuation marks in the name or address. The 'Valid To' date should be the day before the bearer's 70th birthday (unless the bearer is already over 70). The 'Valid To' date can therefore be cross-referenced with the applicant's date of birth detailed in Section A, line 10.

Birth certificate: Birth certificates are not wholly reliable for confirming identity, since copies are easily obtained. However, certificates issued at the time of birth are more reliable than recently issued duplicates. Check the quality of paper used: genuine certificates use a high grade. There should be a watermark visible when the document is held up to the light. Any signs of smoothness on the surface would indicate that original text might have been washed or rubbed away. There should be no signs of tampering, changes using liquid paper, overwriting or spelling mistakes.

Other forms of identification: The following items may also be used as validation of identity and confirmation of address - but only if the personal details they contain match those entered on the application form. If they do not, they should be disregarded.

Marriage certificate

National Insurance number 

Credit card statement 

Mortgage or insurance statement 

Bank details or statement 

Utility bill 

Please note: 

None of these items should be used in any way other than to help validate identity and confirm the applicant's address.

Recruiters or Counter signatories are not entitled to refer to or make use of any personal information detailed on these items

3.17
Procedure for dealing with Disclosure Information

Where a Disclosure indicates a criminal record for an applicant, the University will write to the individual concerned.  The individual will be required to provide a written statement as to the offence(s) that have been declared against their name.

The Disclosure Panel will then consider the written statement along with other supporting information.  The Panel will then decide whether the applicant is Suitable or Unsuitable.

The applicant will be informed of the outcome of the Disclosure Panel in writing only.

Where an applicant needs to be re-interviewed, the Chair of the Disclosure Panel will inform the candidate of the interview arrangements.  Applicants will be informed in writing of the outcome of the re-interview.

3.18
The Disclosure Panel

The Disclosure Panel consists of a Countersignatory, Senior HR Adviser and the Line Manager for the post/Chair of the Selection Panel. 

The Panel has the responsibility for assessing the suitability of applicants whose Disclosure contains information regarding criminal offences.  These offences will be assessed against pre-determined criteria (see below) and a decision made as to whether an application should be Confirmed, Withdrawn or whether a Re-Interview is required.  

If a Re-Interview is required Guidelines for the Re-Interview Panel are available (see below). 

The Disclosure Panel provides a means of ensuring consistency of Disclosure assessments and creates a knowledge base/expertise in this area within the University.

3.19
Criteria for Assessment of Criminal Offences

The following categories indicates the ‘suitability’ of individuals to undertake specific duties related to previous convictions:

Category A:

Applicants with major criminal convictions including any of the following will normally be rejected irrespective of time lapse between conviction and application.

Evidence of any criminal offence involving violence, child abuse, sexual abuse, sexual offences pornographic offences, or dealing in drugs. 

Category B:

Applicants with minor criminal offences (convictions and or cautions) within nine years of application including any of the following may be rejected without interview or may be interviewed before a final decision is made. 

Drug related offences, offences showing evidence of lack of honesty, trust-worthiness and driving with excess alcohol.

The Panel will consider the seriousness of the offence, the number of offences, the period between the last offence and application, the pattern of convictions, changes in circumstances since conviction and whether the offence has been disclosed by the applicant or via CRB Disclosure. 

Category C:

Applicants with minor criminal offences (Category B) more than nine years since conviction/caution. Provided the applicant has disclosed the offence, applicants with evidence covering any of the following may be accepted or invited for interview before a final decision is made.

A single minor offence showing dishonesty, untrustworthiness e.g. petty theft, fraud, drunk and disorderly, driving offences (caution/conviction more than nine years).

3.20
Guidelines for Re-interview Panel

The aim is to ascertain the facts surrounding the criminal offences, any effects the offences may have upon obtaining practice placements for the applicant and to clarify any points raised during the Clearance Panel discussion.

It is not intended to subject the applicant to a second selection interview.

The re-interview panel will consist of appropriate members of the employing School /Department and a Senior HR Adviser.

The attitude of the applicant to the offence(s) will be taken into account.

The appropriate Selection pro-forma will be completed.

The outcome of the interview will be communicated to the applicant in writing.

3.21
Payment to CRB for Disclosure Information

The University will reimburse all costs incurred by an individual on receipt of a paid invoice and completion of an expense form.

Reports requested and received via the University are paid on account by Finance.

4.0 PART 2b: The Disclosure of Information Registrars Application Process for students

41.
Categories of students requiring disclosure

· Applicants seeking admission to programmes with access to vulnerable adults/children – within this there may be a requirement that we seek standard disclosure initially for the first part of the programme and then a further enhanced disclosure for the part of the programme when the student will have access to vulnerable adults/children.  These students are mainly in HCES – nurses, midwives, other professions allied to medicine, teachers, social workers etc.
· Students going on placements with access to vulnerable adults/children – eg: sport sciences, psychology, fine art
· Collaborative Ventures students going on placement are the responsibility of the partner college
· Community volunteers
· Student ambassadors
· Student helpers
· Summer school staff
4.2  Process for students applying to study on full-time/part-time programmes









4.3  Process for students already enrolled with the University to apply for CRB clearance.

(Placements students, summer school etc – see 4.1)










4.4
Instructions for student applicants

Following an offer of a place on a programme requiring Disclosure, the applicant will be informed in writing of the need to apply for a Disclosure.  The University will forward to the applicant a CRB Disclosure Application Form, Guidelines and a copy of the policy statements.

The applicant will complete the application form as per the guidelines and return to the Registrar’s Department. It is a requirement for Registered Bodies to verify the identity of the applicant in person.  If this is not feasible then the application and documents should be returned to the University in the pre-paid envelope provided. Therefore, one of the following should be returned with the application form:

· Passport

· Driving Licence

· Birth Certificate

· Marriage Certificate

Further verification of identity is required by providing two of the following:

· Recent Utility Bill






· Recent Credit Card Statement





· Recent Bank Statement






· Recent Mortgage Statement





· Recent Insurance Statement


Only original documents should be brought/forwarded to the University; photocopies will not be accepted.  Applicants should provide a self-addressed envelope for return of the documents.


The CRB impose a Disclosure charge of £33.00, the cost of which will normally be met by the applicant.  Students who are sponsored or funded by organisation who have agreed to pay the Disclosure fee will not be charged.  Cheques should be made payable to the University of Northumbria and be returned with the application form.


Upon receipt of a completed application form, the University will check the form and complete Sections X and Y before countersigning and forwarding to the CRB.


Incomplete applications forms, forms received without proof of identity or without payment will be returned to the applicant.  This may delay completion of the process and ultimately, prevent an applicant’s entry on to a programme.


When the CRB have completed all their checks, they will forward a copy of the Disclosure document to both the applicant and the University.

CRB Overseas Information Service

The CRB is only able to access information within the UK as part of its Disclosure service.  Nevertheless, the CRB recognises that students are recruited from overseas, and that a CRB Disclosure may not provide a complete picture of any conviction history.

For overseas enquiries please contact 0870 0 100 450, or e-mail overseas@crb.gsi.gov.uk 

4.5
Procedure for dealing with Disclosure information.

Where a Disclosure indicates a criminal record for an applicant, the University will write to the individual concerned.  The individual will be required to provide a written statement as to the offence(s) that have been declared against their name.    


The written statement along with other supporting information e.g. UCAS/NMAS/GTTR application form will then be considered by the Disclosure  Panel.  The Panel will decide whether the application is Suitable or Unsuitable.


The applicant will be informed of the outcome of the Disclosure Panel in writing only.  


Where an applicant needs to be re-interviewed, the Chair of the Clearance Panel will inform the candidate of the interview arrangements.  Applicants will be informed in writing of the outcome of the re-interview.

4.6
The Disclosure Panel
 
A Disclosure Panel has been established within the University.  Members are representatives of the courses most commonly requiring “Disclosure”and  the panel is administered on behalf of the University by the School of Health, Community & Education Studies.  The Panel has the responsibility for assessing the suitability of applicants whose Disclosure contains information regarding criminal offences.   These offences will be assessed against pre-determined criteria (Section 4.4) and a decision made as to whether an applicant is Suitable.  If a Re-Interview is required Guidelines for the Re-Interview Panel are available. (see 4.5)

Disclosure Panel membership is as follows:

Prof. Royston Stephens, Dean of HCES (Chair)
Prof. Richard Barker, Principal Lecturer, HCES 

Ms. Alison Carrick, Principal Lecturer, HCES

Mrs. Kath McCourt, Associate Dean, HCES

Mrs. Helen Taylor, Principal Lecturer, HCES

If not already represented by the above Panel membership, significant others i.e. an Employer representative, professional practitioner or a representative from a relevant Discipline/School/Department within the University may be co-opted onto the Panel.

Quorum :
Minimum of 3 members must be present and must include representation from the discipline applicable to the applicants under discussion.

The Disclosure Panel provides a means of ensuring consistency of Disclosure assessments and creates a knowledge base/expertise in this area within the University.

4.7     Criteria for Assessment of Criminal Offences

Category A:

Applicants with major criminal convictions including any of the following will normally be rejected irrespective of time lapse between conviction and application.

Evidence of any criminal offence involving violence, child abuse, sexual abuse, sexual offences pornographic offences, or dealing in drugs. 

Category B:

Applicants with minor criminal offences (convictions and or cautions) within nine years of application including any of the following may be rejected without interview or may be interviewed before a final decision is made. 

Drug related offences, offences showing evidence of lack of honesty, trust-worthiness and driving with excess alcohol.

The Panel will consider the seriousness of the offence, the number of offences, the period between the last offence and application, the pattern of convictions, changes in circumstances since conviction and whether the offence has been disclosed by the applicant or via CRB Disclosure. 

Category C:

Applicants with minor criminal offences (Category B ) more than nine years since conviction/caution. Provided the applicant has disclosed the offence, applicants with evidence covering any of the following may be accepted or invited for interview before a final decision is made.

A single minor offence showing dishonesty, untrustworthiness e.g. petty theft, fraud, drunk and disorderly, driving offences (caution/conviction more than nine years).

4.8
Guidelines for Re-interview Panel
The aim is to ascertain the facts surrounding the criminal offences, any effects the offences may have upon obtaining practice placements for the student and to clarify any points raised during the Disclosure Panel discussion.

It is not intended to subject the applicant to a second pre-course selection interview.

The re-interview panel will consist of appropriate members of the relevant discipline and an appropriate professional manager/representative.

The attitude of the applicant to the offence(s) will be taken into account.

The appropriate pro-forma will be completed.

The outcome of the interview will be communicated to the applicant in writing.      

4.9 
Late Applicants to Courses

Late applicants to courses may be asked to complete a Self-Declaration Form in respect of criminal offences.  This will enable an interim decision to be made regarding suitability prior to commencement of the course.  This decision will be subject to verification by the CRB of the information provided.

Late applicants will still be required to apply for Disclosure and the above procedures will be followed.   Should information received from the CRB differ from that declared by the applicant on the self-declaration form, the applicant may be required to withdraw from the course. 

4.10
 Data Protection Action 1998

The CRB has a Privacy Statement stating that it is fully committed to comply with the Data Protection Act 1998.  

This and other CRB documents can be viewed on their website: http://www.crb.gov.uk/
Northumbria University is also fully committed to comply with the Data Protection Action 1998.  Further information can be viewed on the website: http://www.northumbria.ac.uk/
5.0
PART 3: Secure Storage, Handling, Use, Retention and Disposal of Disclosures and Disclosure Information Policy

5.1
General principles

Northumbria University complies fully with the CRB Code of Practice regarding the correct handling, use, storage, retention and disposal of Disclosures and Disclosure information. 

Northumbria University 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 and has a written policy on these matters, which is available to those who wish to see it on request.

5.2
Storage & Access

Disclosure information is never kept on an applicant’s personal 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.

5.3
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.

5.4
Usage

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

5.5 Retention

Once a recruitment (or other relevant) decision has been made we do not keep Disclosure Information for any longer than 6 months as required by CRB.  Throughout this time the conditions regarding safe storage and strictly controlled access will prevail.

5.6
Disposal

Once the retention period has elapsed, we will ensure that any Disclosure information is immediately 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, notwithstanding 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 decision taken.

6.0 
CONTACTS

Further information regarding disclosure can be obtained from the following:

Disclosure Service

CRB PO Box 110

Liverpool

L3 6ZZ

Tel 0870 90 90 844

www.disclosure.gov.uk
CRB Student Co-ordination Team

Northumbria University

Registrar’s Department

Ellison Terrace

Newcastle

NE1 8ST

Tel 0191 227 3285

HR Senior Administrator

Northumbria University

HR Department

Ellison Terrace

Newcastle

NE1 8ST

Tel 0191 227

7.0
GLOSSARY

Basic Disclosure:
These are available for all types of employment and voluntary positions not covered by the higher-level Disclosures. This level of Disclosure contains details of convictions considered 'unspent' under the Rehabilitation of Offenders Act 1974 and held on the PNC. The Basic Disclosure is applied for by, and issued only to, the individual concerned. It is then the individual's choice whether they show the Disclosure to an employer. It is not job-specific and may be used more than once. Current plans are to launch the full Basic Disclosure service early in 2003.

Children: The CJCSA defines a child as someone who is under 18 (under 16 if the child is employed).

Countersignatory: A person within a Registered Body whose role includes:

Countersigning applications and receiving the Disclosures; and the control of the use of, access to and security of Disclosures.

Countersignatory reference number: The specific reference number allocated to each individual Countersignatory by the CRB.

Criminal record: A record of convictions held on the Police National Computer for individuals convicted of crimes.

Disclosure application reference number: The specific reference number allocated to each Disclosure application by the CRB.

Disclosure fee (as at Oct 2003): 
Standard Disclosure £28

Enhanced Disclosure £33

Standard and Enhanced Disclosures are issued free of charge to volunteers

Enhanced Disclosure: These are for posts that involve a far greater degree of contact with children or vulnerable adults. In general the type of work will involve regularly caring for, supervising, training or being in sole charge of such people. 

This level of Disclosure involves an additional level of check to those carried out for the Standard Disclosure.  An Enhanced Disclosure includes a check on local police records. Where local police records contain additional information that might be relevant to the post the applicant is being considered for, the Chief Officer of police may release information for inclusion in an Enhanced Disclosure. Exceptionally, and in a very small number of circumstances (typically to protect the integrity of current police investigations), additional information may be sent under separate cover to the Countersignatory and should not be revealed to the applicant.

Excepted professions: Positions of trust set out in the Exceptions Order to the ROA where an employer is entitled to ask a candidate to reveal details of all convictions, whether spent or not.

Higher-level Disclosure: Standard and Enhanced Disclosures

Lead Countersignatory: A senior figure within a Registered Body who has management responsibility for the use of the Disclosure service.

Portability: The validity and usefulness of using the same Disclosure for subsequent job applications.

Positions of trust: Roles that involve working with children and other vulnerable groups that the CRB is dedicated to protecting.

Registered Bodies: Organisations registered to use the higher-level Disclosure service provided by the CRB.

Standard Disclosure: These are primarily for posts that involve working with children or vulnerable adults. Standard Disclosures may also be issued for people entering certain professions, such as members of the legal and accountancy professions. The Standard Disclosure contains details of all convictions held on the PNC including current and 'spent' convictions as well as details of any cautions, reprimands or final warnings. If a position involves working with children, the Disclosure will indicate whether information is held on government department lists, held by the DH and DfES of those who are banned from working with children. The Disclosure also includes information held by the DH of those considered unsuitable to work with vulnerable adults. 

Volunteer: A volunteer is a person who performs 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. This is the latest draft definition and is subject to change.

Vulnerable adults: A vulnerable adult for the purposes of an Enhanced Disclosure is a person aged 18 or over who receives services of a type listed in paragraph 1) below and in consequence of a condition of a type listed in paragraph 2) below, has a disability of a type listed at 3) below.

The services are:

a) Accommodation and nursing or personal care in a care home;

b) personal care or support to live independently in his or her own home;

c) any services provided by an independent hospital, independent clinic, independent medical agency or National Health Service body;

d) social care services; or

e) any services provided in an establishment catering for a person with learning difficulties.

The conditions are:

a) A learning or physical disability;

b) a physical or mental illness, chronic or otherwise, including an addiction to alcohol or drugs; or

c) a reduction in physical or mental capacity.

The disabilities are:

a) A dependency upon others in the performance of, or a requirement for assistance in the performance of, basic physical functions;

b) severe impairment in the ability to communicate with others; or

c) impairment in a person's ability to protect him or herself from assault, abuse or neglect.

APPENDIX 1: Policy documents for distribution to potential staff and students.

Introduction

This policy is intended for use across all areas of the University.  It therefore pertains to both staff and students.

Reports investigating the abuse of children (e.g. Hunt Report, Clothier Report and the Health Service Circular HSC 1998/212 Children’s Safeguards Review: Choosing with Care) have recommended the need for more rigorous selection procedures for both students and staff undertaking roles involving substantial access to children and other vulnerable groups. There is also a need to ensure the selection of applicants who are capable of fulfilling the professional/statutory requirements associated with the respective programmes. 

Northumbria University actively promotes equality of opportunity for all with the right mix of talent, skills, and potential and welcomes applications from a wide range of applicants including those with criminal records.  The University selects all candidates for interview based on their skills, qualifications and experience.

The Criminal Records Bureau (CRB)

The Criminal Records Bureau (CRB), an executive agency of the Home Office, has been set up to help organisations make safer recruitment decisions.  By providing access to criminal record information the CRB will help organisations in the public, private and voluntary sectors and educational institutions identify candidates who may be unsuitable for certain work, especially that involving contact with children or other vulnerable members of society.

Certain courses within the University require their students to have been screened by means of a ‘Disclosure’ obtained from the CRB.  A Disclosure is an impartial and confidential document that details an individual’s criminal record and where appropriate, details of those who are banned from working with children.  The CRB will carry out a criminal record check for an individual drawing on four primary sources of information:

Police National Computer (PNC)

Local Police Force Records

Department of Health

Department for Education and Skills

According to the nature of the employment or the course and its placement requirements information will be drawn from the PNC alone or from every source. This defines “Disclosure” and constitutes a national standard throughout England and Wales.

Registered Body

Northumbria University is a Registered Body with the CRB.  Information provided on any Disclosure is both sensitive and confidential.  It is obviously important that anyone within an organisation who is party to that information should handle it in an appropriately sensitive and confidential fashion.  In becoming a Registered Body the University must adhere to the CRB Code of Practice. The University has nominated members of staff who will be responsible for handling the Disclosure process.  They are:

Lead Signatory:

The Director of Human Resources, HR Department
Counter Signatories: 

For student entries:

The Head of Student & Programme Administration, Registrar’s Department and Senior Administrator, Registrar’s Department.

For staff and candidates:
The HR Development Manager and HR Service Manager, HR Department

The above named individuals have also been subject to Disclosure and have been approved by the CRB.

All individuals or organisations using the Criminal Records Bureau (CRB) Disclosure service to help assess the suitability of applicants for positions of trust and who are recipients of Disclosure information must comply fully with the CRB Code of Practice. This requires them to treat all applicants for positions who have a criminal record fairly and not to discriminate unfairly against the subject of a Disclosure on the basis of conviction or other information revealed. It also obliges them to have a written policy on the recruitment of such individuals, which can be given to all applicants for positions where a Disclosure is requested and to ensure that a body or individual at whose request applications are countersigned has such a written policy. 

Policy Statement


As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, Northumbria University complies fully with the CRB Code of Practice and undertakes to treat all applicants fairly and not to discriminate against any subject of a Disclosure on the basis of conviction or other information revealed.

Northumbria University is committed to the fair treatment of its staff, students, potential staff and potential students, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background. 

The Policy and Procedures on the Recruitment of Ex-Offenders is made available to all applicants at the outset of the recruitment process and can be viewed on the University website: www.northumbria.ac.uk
Northumbria University actively promotes equality of opportunity for all with the right mix of talent, skills and potential and welcomes applications from a wide range of candidates including those with criminal records.  Candidates for interview are selected on the basis of their skills, qualifications and experience.

A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the course or post concerned.  

Where a Disclosure is to form part of the recruitment process applicants will be informed of the procedure and requirements for providing information to Northumbria University at the appropriate time.

Unless the nature of the course or post to which you have applied allows Northumbria University to ask questions about your entire criminal record we only ask about “unspent” convictions as defined in the Rehabilitation of Offenders Act 1974.

Information contained within a Disclosure will be considered by a University Clearance Panel at which a decision will be made as to whether an individual’s offer of a place/position is Confirmed, Withdrawn or a Re-interview required.  
We ensure that all those in Northumbria University who are involved in the recruitment process have been 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.

Failure to reveal information that is directly relevant to the course/position requirements could lead to withdrawal of an offer of a University place/position.

We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.

Where the offer of a place is withdrawn as a result of information contained within a Disclosure, the individual will be informed of the decision in writing by the University. 

Having been offered a place on a programme or a position with the University it is the responsibility of the individual to make the University aware of any subsequent convictions.  The University will then make a decision as to whether it is appropriate for that individual to remain on the programme or in the post.
Having a criminal record will not necessarily prevent an individual from being a student or member of staff  at Northumbria University.  This will depend on the nature of the position or the course requirements, professional suitability and the circumstances, nature and background of the offences.

Instructions for student and staff applicants

Following an offer of a place or post requiring Disclosure, the applicant will be informed in writing of the need to apply for a Disclosure.  The University will forward to the applicant a CRB Disclosure Application Form and Guidelines.

In some cases we may require an applicant to complete a Self Declaration whilst waiting for Disclosure information.  A Self Declaration will enable a Student/Staff to commence work/placement/study pending a report.

The applicant will complete the application form as per the guidelines and return it to the University in the pre-paid envelope provided. It is necessary for Registered Bodies to verify the identity of the applicant.  Therefore, one of the following should be returned with the application form:

Passport

Driving License

Birth Certificate

Marriage Certificate

Further verification of identity is required by providing two of the following:

Recent Utility Bill






Recent Credit Card Statement





Recent Bank Statement






Recent Mortgage Statement





Recent Insurance Statement

Only original documents should be forwarded to the University; photocopies will not be accepted.  Applicants should provide a self-addressed envelope for return of the documents.

The CRB impose a Disclosure charge of £33.00, the cost of which will be met by the applicant.  Cheques should be made payable to the University of Northumbria and be returned with the application form.

Upon receipt of a completed application form, the University will check the form and complete Sections X and Y before countersigning and forwarding to the CRB.

Incomplete applications forms, forms received without proof of identity or without payment will be returned to the applicant.  This may delay completion of the process and ultimately, prevent an applicant’s entry on to a course.

When the CRB have completed all their checks, they will forward a copy of the Disclosure document to both the applicant and the University.

Secure Storage, Handling, Use, Retention and Disposal of Disclosures and Disclosure Information Policy

General principles

Northumbria University complies fully with the CRB Code of Practice regarding the correct handling, use, storage, retention and disposal of Disclosures and Disclosure information. 

Northumbria University 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 and has a written policy on these matters, which is available to those who wish to see it on request.

Storage & Access

Disclosure information is never kept on an applicant’s personal 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 and for which the applicant’s full consent has been given.

Retention

Once a recruitment (or other relevant) decision has been made we do not keep Disclosure Information for any longer than 6 months as required by CRB.  Throughout this time the conditions regarding safe storage and strictly controlled access will prevail.

Disposal

Once the retention period has elapsed, we will ensure that any Disclosure information is immediately 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, notwithstanding 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 decision taken.

CONTACTS

Further information regarding disclosure can be obtained from the following:

Disclosure Service

CRB PO Box 110

Liverpool

L3 6ZZ

Tel 0870 90 90 844

www.disclosure.gov.uk
CRB Student Co-ordination Team

Northumbria University

Registrar’s Department

Ellison Terrace

Newcastle

NE1 8ST

Tel 0191 227 3285

HR Senior Administrator

Northumbria University

HR Department

Ellison Terrace

Newcastle

NE1 8ST

Tel 0191 227 4749

APPENDIX 2: CRB Check: RISK ASSESSMENT TOOL.
This tool is provided to help assist with the decision whether or not a CRB Check is required for a particular role.

Process:


1. Based on an analysis of the role in relation to the programme/post answer the following questions by putting a tick in the appropriate box.

2. Add all the ticks in each column and write the total in the appropriate box.

3. Deduct 1 point from the corresponding score where ‘supervision’ is given.

4. Multiply each score by the ‘frequency weighting’.

5. Multiply each score by the ‘weighting’ awarded to the type of programme/post.

6. Total all the scores to give a Grand Total.

7. Use the following table as guidance for indicating which, if any, type of Disclosure is required to fulfill the requirements of the programme/post.


Type of Disclosure:



Score Range

Not Required:




0 - 25

Self Declaration




26 - 40

Standard




41 - 65

Enhanced




66 or more 

Type of Applicant:


Student
 FORMCHECKBOX 

Staff
 FORMCHECKBOX 

Volunteer
 FORMCHECKBOX 

Type of Programme/Post (Weighted):


Full Time (3)


 FORMCHECKBOX 



Part Time (2)


 FORMCHECKBOX 



Temporary: 12 months (2)
 FORMCHECKBOX 
 


Temporary: 6 months (1)
 FORMCHECKBOX 



Temporary: 3 months (0)
 FORMCHECKBOX 

	Assessment Criteria
	Yes: Frequency
	No

	
	Hourly (5)
	Daily (4)
	Weekly (3)
	Monthly (2)
	Occasionally (1)
	(0)

	Will this person come into contact with people under the age of 18?
	
	
	
	
	
	

	Will this person come into contact with ‘vulnerable adults’?
	
	
	
	
	
	

	Will this person’s normal duty include Caring, Training, or Supervising for either/both of the above groups?
	
	
	
	
	
	

	Will this person’s normal duty include being in Sole Charge either/both of the above groups?
	
	
	
	
	
	

	Will there be a requirement for one to one contact with either/both of the above groups in the capacity of employer, customer or client?
	
	
	
	
	
	

	Will this person have direct responsibility with Finance or items of value?
	
	
	
	
	
	

	If this person is an ex-offender would an opportunity to re-offend present itself?
	
	
	
	
	
	

	
	
	
	
	
	
	

	Score:
	
	
	
	
	
	

	Will this person be supervised/managed?
	
	
	
	
	
	

	Total Score 

(less ‘supervision/managed’ score)
	
	
	
	
	
	

	
	
	
	
	
	
	

	Risk Assessment:
	
	
	
	
	
	

	Total Score x Frequency Weighting
	
	
	
	
	
	

	Risk Assessment x ‘Type of Programme/Post’ Weighting
	
	
	
	
	
	


APPENDIX 3: List of Student/Staff Types requiring CRB checks

	Category
	Activity/Work
	Why UNN should undertake
	Payment

	All UNN Staff where role and responsibility involves working directly with ‘at risk’ groups as defined by policy and assessed by management:

Examples: 

Lecturers, OH Nurse, Nursery Staff, Residence Staff, Education Liaison, CRB Administration
	Lecturing, Caring, Supervising, Training, under 18’s or vulnerable adults.
	Legal Liability

Professional Status
	UNN pay for all categories of staff irrespective of status.

	Health, Teaching and Social Work students
	Current and Teaching Practice in hospitals, schools, care homes.

Working with vulnerable people.
	Legal liability.

Agreement with Trust and other funding providers.

Professional status
	NHS invoiced where CRB is a pre-requisite.  Students pay where costs are not refundable.

UNN pay for all categories of staff irrespective of status. 

	Volunteers
	UNN Project based work eg Sports.
	Legal liability.

Different for students volunteering on UNN organised activities both on and off campus.
	No payment required.



	Summer School 

Master Class

Other Marketing / WP / Recruitment activity

Managing/Supervising Staff
	UNN based work with vulnerable people.  

Possible sole contact.
	Legal liability.
	UNN pay for all categories of staff irrespective of status.

	Other formal Placements.

Secondments.
	Either UNN based or external – working with vulnerable people.
	Internal – legal liability.

External – as required by the placement organisation
	Internal – UNN pay for all categories of staff irrespective of status.

External – individual or organisation.

	Other non-academic activities endorsed or required by the University
	Varied – project based.  Either within UNN or outside.  Involves vulnerable people.
	Depending on risk assessment and people involved
	Co-ordinated and paid by individual Schools.

	Disability Support Workers
	UNN based employees.

Working with vulnerable people.
	Legal liability.
	UNN pay for all categories of staff irrespective of status. 

	Friends International
	Buddy/Mentoring Scheme for overseas students.
	Self Declaration only
	Not Applicable

	Meet and Greet
	Collecting overseas students from airport.
	Self Declaration only
	Not Applicable

	Other informal Mentoring Schemes
	School based activity.
	Self Declaration only
	Not Applicable

	Student Shadowing
	UNN based activity involving one-to-one contact.
	Depending on risk assessment (e.g. duration, frequency, one to one contact time) – Self Declaration of CRB check.

Legal liability.
	UNN pay for all categories of staff irrespective of status.

	Research
	Students undertaking Research activity that involves work with vulnerable groups.
	Legal liability ethics.
	Funded by the Project

	Overseas Placements and Volunteering Activities
	Student working in host country with UK defined vulnerable groups.
	Moral liability and ‘best practice’.
	Placement – Student.

Volunteer – UNN.











Recruiting Manager completes the Request to Advertise and Fill a Vacancy form indicating level and category of CRB check.  CRB requirement to be indicated within the Advert and Job Description.





Appointed person contacts the CRB, at the same time completes and returns the Self Declaration to the HR Department Senior HR Administrator. On receipt of the documentation the person visits or forwards the HR Department with the completed CRB Application form and relevant evidence (original documentation). 





A





CRB process documentation and return Employer report to Lead or Counter Signatory - this is forwarded immediately to the HR Dept Senior Administrator.  The appointee report is forwarded direct to their home address.





CRB Application form signed by Lead or Counter Signatory





HR Department Senior Administrator records details on excel spreadsheet before sending to CRB for processing.





HR Department Senior Administrator will check the form and evidence before returning to the individual.  If the Self Declaration has not been received by the Senior Administrator it should be completed at this time. The Senior Administrator completes section X & Y.





Chair of the Panel contacts the successful candidate and informs them that the contract documentation and CRB letter will be sent.





Chair of the Panel reminds Candidates that, should they be successful, a CRB check will be required and a Self Declaration must be signed before taking up post.





Senior HR Administrator enters details in the excel spreadsheet and monitors progress





RECRUITMENT & SELECTION PROCESS COMPLETED





HR Department Administrator advised (by Chair of Panel) of successful candidate and sends contractual documentation including CRB letter with instructions for applying for Disclosure & Self Declaration form.  The appointee information is forwarded (with the date when CRB letter) to the HR Department Senior Administrator





HR Department Administrator checks the details and ensures all relevant information is incorporated in all documentation for the R&S process 











HR Dept Senior Administrator records result in Excel spreadsheet and notifies the Senior HR Advisor responsible for the recruiting area.   All documentation will be retained until a decision is made via the Disclosure Panel.  Documentation must be stored in a lockable, non-portable storage container. 





END





Follow the Procedure for Unacceptable Disclosure Information





HR Dept Senior Administrator records result in excel spreadsheet and notifies the HR Administrator and Chair of Panel that the CRB check has been received (no details will be divulged).  All documentation is destroyed including the CRB Disclosure





Yes





No





Can an appointment be made based on the Disclosure Information?





On receipt of the CRB report the HR Department Senior Administrator updates excel spreadsheet 





Department HR Administrator advised (by Manager) of requirement and sends CRB letter with instructions for applying for Disclosure.  The requirement details are recorded (with the date when CRB letter was sent) and progress monitored.





School or Service department identifies any students required to work with young people or vulnerable adults.





CRB process application and send one copy of disclosure to Lead or Counter-Signatory – this is forwarded immediately to CRB administrator.  The applicant copy is forwarded directly to their home address.





CRB administrator updates Excel spreadsheet before sending form and documentary evidence sheet to CRB for processing





Counter-signatory completes Section Y and signs form





CRB administrator checks the form and the evidence and then completes the documentary evidence sheet.  The evidence is returned to the applicant.  The CRB administrator will contact the applicant if any details have been omitted and ensure that the form is complete before filling in Section X.  The Form and the documentary evidence sheet is then forwarded to the Countersignatory.





Appointed person contacts the CRB, at the same time completes and returns the Self Declaration to the Department Administrator. On receipt of the documentation the person visits the Department with the completed CRB Application form and relevant evidence (original documentation). 





B





Applicant brings in where ever possible or sends to the Registrar’s Department the completed CRB application form and the relevant evidence (original documentation)





CRB administrator sends out information pack to applicant requesting form to be completed and relevant information to be forwarded to the University.


CRB administrator enters details in the Excel spreadsheet and monitors progress





CRB process documentation and return Employer report to Lead or Counter Signatory - this is forwarded immediately to the Departmental Administrator.  The appointee report is forwarded direct to their home address.





Manager identifies the provider(s) and/or ‘volunteer(s)’ to work with young people or vulnerable adults.





Manager indicates to the individual(s) that CRB checks will be required I.e. working with the groups of young people and/or vulnerable adults and requests the completion of a Self Declaration.  This should be send direct by the Manager to the Department Administrator assigned to administer CRB checks.





Manager informs the individual they are not allowed to commence/continue their duties working with young people of vulnerable adults. 





CRB Application form signed by Lead or Counter Signatory





Departmental HR Administrator records details on excel spreadsheet before sending to CRB for processing.





Departmental HR Administrator records result in excel spreadsheet and notifies the Manager.   All documentation will be retained until a decision is made via the Disclosure Panel.  Documentation must be stored in a lockable, non-portable storage container. 





END





Department HR Administrator will check the form and evidence before returning to the individual.  If the Self Declaration has not been received by the Departmental Administrator it should be completed at this time.   The Departmental  Administrator completes sections X & Y.





Department HR Administrator enters details in the excel spreadsheet and monitors progress





Departmental HR Administrator records result in excel spreadsheet and notifies the Manager that the CRB check has been received (no details will be divulged).  All documentation is destroyed including the CRB Disclosure.  Individual commences/continues to work.





B





HR Dept Senior Administrator records result in excel spreadsheet and notifies the Senior HR Advisor responsible for the area where the duty change has occurred.   All documentation will be retained until a decision is made via the Disclosure Panel.  Documentation must be stored in a lockable, non-portable storage container. 





END





Follow the Procedure for Unacceptable Disclosure Information





HR Dept Senior Administrator records result in excel spreadsheet and notifies the HR Administrator and Manager that the CRB check has been received (no details will be divulged).  All documentation is destroyed including the CRB Disclosure





Yes





No





Can an appointment be made based on the Disclosure Information?





On receipt of the CRB report the HR Department Senior HR Administrator updates excel spreadsheet 





C





Yes





No





Can an appointment be made based on the Disclosure Information?





On receipt of the CRB report the Departmental HR Administrator updates excel spreadsheet 





Appointed person contacts the CRB.  On receipt of the documentation the person visits the HR Department with the completed CRB Application form and relevant evidence (original documentation). 





C





CRB process documentation and return Employer report to Lead or Counter Signatory - this is forwarded immediately to the HR Dept Senior Administrator.  The appointee report is forwarded direct to their home address.





CRB Application form signed by Lead or Counter Signatory





HR Department Senior HR Administrator records details on excel spreadsheet before sending to CRB for processing.





HR Department Senior HR Administrator will check the form and evidence reference before returning to the individual.  If the Self Declaration has not been received by the Senior Administrator it should be completed at this time.   The Senior Administrator completes section X & Y.





HR Department Senior HR Administrator enters details in the excel spreadsheet and monitors progress





Departmental HR Administrator advised (by Manager) of new requirement of the post and send CRB letter with instructions for applying for Disclosure.  The requirement details are forwarded (with the date when CRB letter was sent) to the HR Department Senior Administrator





Manager identifies the role(s) [and current staff member(s)] required to work with young people or vulnerable adults.





Manager indicates to the individual(s) that CRB checks will be required due to the change in duties - working with the groups of young people and/or vulnerable adults and requests the completion of a Self Declaration, this should be send direct by the Manager to the HR Department Senior Administrator.





A





Admissions team provide CRB team with details of applicants requiring CRB checks























CRB administrator sends out information pack to applicant requesting form to be completed and relevant information to be forwarded to the University.


CRB administrator enters details in the Excel spreadsheet and monitors progress








CRB administrator checks the form and the evidence and then completes the documentary evidence sheet.  The evidence is returned to the student.  The CRB administrator will contact the applicant if any details have been omitted and ensure that the form is complete before filling in Section X.  The Form and the documentary evidence sheet is then forwarded to the Countersignatory.





CRB administrator updates Excel spreadsheet before sending form and documentary evidence sheet to CRB for processing





CRB process application and send one copy of disclosure to Lead or Counter-Signatory – this is forwarded immediately to CRB administrator.  The Student copy is forwarded directly to their home address.





YES





NO





CRB administrator records result on Excel spreadhsheet that check is satisfactory & informs school/service dept   Documentation is destroyed.





CRB administrator records result on Excel spreadsheet and notifies Disclosure Panel secretary.  





Can an appointment be made based on the Disclosure Information?





Counter-signatory completes Section Y and signs form





Student brings in where ever possible or sends to the Registrar’s Department the completed CRB application form and the relevant evidence (original documentation)





School or Service department indicates to the student(s) that CRB checks will be required and advises the Registrar’s department CRB team.





CRB administrator records result on Excel spreadsheet and notifies Disclosure Panel secretary.  








CRB administrator records result on Excel spreadhsheet that check is satisfactory.  Admissions staff & school staff can access (shared drive)  Documentation is destroyed.





NO





YES





Can an offer be made based on the Disclosure Information?
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