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1. INTRODUCTION

1.1 The University is committed to equality of opportunity for all job applicants and aims to select people for employment on the basis of their individual skills, abilities, experience, knowledge and, where appropriate, qualifications and training.

1.2 The University will, therefore, consider applications for employment from ex-offenders, based on their individual merits in relation to the particular post for which they have applied.

1.3 Consequently, the University will not automatically refuse to employ a particular individual just because he/she has a previous criminal conviction.

1.4 The actual approach taken in considering such applications will, however, differ depending on whether the post applied for is, or is not ,exempt from the Rehabilitation of Offenders Act 1974 (ROA).
1.5 The University has established a list of posts that are clearly exempt from the ROA. 

1.6 The University will also undertake a risk assessment of all other posts not included in this list to determine whether, or not, they should be covered by, or be exempted from, the ROA.

1.7 All applicants will need to complete a section in Part 2 of the Application Form, which asks if they have any convictions. No further details will be required at this stage.

1.8 A statement, as to the University’s policy on the recruitment of ex-offenders, will be included in the information sent to all applicants, as part of the standard application pack.

1.9 In the case of posts covered by the ROA, an information sheet on spent and unspent convictions will also be enclosed.
1.10 In the case of posts that are exempted from the ROA, a copy of:

· The Criminal Record Bureau’s Code of Practice and

·  The list of University posts exempt from the ROA will also be enclosed. 
2. REHABILITATION OF OFFENDERS ACT 1974 (ROA): POSTS COVERED 

2.1 Candidates, who are invited to attend for interview, will not be required to reveal any convictions that are considered as “spent” under the ROA, nor will any “spent” convictions, which are voluntarily revealed by a candidate, be taken into account in the eventual appointment decision.

2.2 However, candidates invited to attend for interview, will be required to complete a declaration of unspent convictions pro forma and return it to the HR Department, no later than 2 days before the scheduled interviews.

2.3 All returned declarations will be reviewed by the University’s Disclosures Panel, in the first instance. 
2.4 Prior to the interviews, the Disclosure Panel, if it is considered necessary, may discuss with the Chair of the Interview Panel, the declared convictions of particular individual candidates, within the context of the vacant post.

2.5 Candidates may be asked questions at interview regarding any unspent convictions as they relate to the job for which they have applied.
2.6 The purpose of such questions will be to enable the interview panel to assess the relevance of any conviction to the position for which the candidate has applied.
2.7 Candidates will also be required to explain any gaps in their employment, or educational history, which are not already covered by a declared unspent conviction. 

2.8 Where any such gaps have been caused by convictions that are now spent, the candidate is not required to reveal this. If, however, a candidate does choose to reveal spent convictions at this stage, such convictions will be disregarded by the interview panel in their consideration of the suitability of the candidate for appointment.

2.9 It will be the prerogative of the interview panel to decline to make an offer of appointment to an otherwise acceptable candidate, where the candidate has an unspent conviction, the nature of which represents an unacceptable level of risk to the University’s customers, third parties and/or other University staff. 

2.10 Should any undeclared unspent convictions in respect of the eventual appointee come to attention of the University shortly after the interview, the appointee will be required to provide a written explanation. Based on this, the interview panel will decide either to proceed with, or withdraw, the offer of appointment.  Where the appointee has already taken up post, he/she will be subject to the University’s Staff Management Procedures, the most serious outcome of which could be dismissal.
3. REHABILITATION OF OFFENDERS ACT 1974 (ROA): EXEMPTED POSTS
3.1
If the post, to which the University is seeking to recruit, is exempted from the ROA, a statement to that effect will be given in any job advertisements and in the job description.

3.2   Candidates invited to attend for interview in relation to such a post, will be   required to declare all convictions on a specified pro forma and return it to the HR Department no later than 2 days before the interviews.
3.3
All returned declarations will be reviewed by the University’s Disclosures Panel, which will discuss any issues of concern with the Chair of the Interview Panel.

3.4
During the interview each candidate will be expected to explain the nature of any conviction. This is to enable the interview panel to assess the relevance of any conviction to the position for which the candidate has applied.

3.5    It will be the prerogative of the interview panel to decline to make an offer of appointment to an otherwise acceptable candidate, where the candidate has a conviction the nature of which represents an unacceptable level of risk to the University’s customers, third parties and/or other University staff.

3.6
Where any offer of appointment is made it will be subject to the outcome of a formal check with the Criminal Records Bureau (CRB). 

4
CRIMINAL RECORD DISCLOSURES 
4.1
The request to the CRB for a criminal record Disclosure will only be made with the agreement of the appointee. If, however, the appointee refuses to agree to a criminal record check the offer of appointment will be immediately withdrawn.

4.2
Where the appointee does agree and the Disclosure reveals no convictions, or no convictions of concern, the offer of appointment will be confirmed.
4.3
Where, however, the Disclosure received from the CRB reveals: 
· Convictions that were not previously disclosed by the appointee during the selection event or/and 
· The nature of the confirmed convictions is such that, there is an unacceptable risk to the University’s customers, third parties and/or other University staff, the appointee will be required to provide a written explanation or be re-interviewed.
4.4
The appointee’s written submission/re-interview will then be considered by the University’s Disclosure Panel, which will decide whether to confirm or withdraw the offer of appointment.
4.5
Where the decision is to withdraw the offer, but the appointee has already been allowed to take up post on the basis of their Declaration of Convictions form, pending the receipt of the Disclosure from the CRB, he/she will be subject to the University’s Staff Management Procedures, the most serious outcome of which could be dismissal.
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