The Zone
Youth Enquiry Service (Plymouth) Limited

REHABILITATION OF OFFENDERS
This policy will be made available to all potential employees and volunteers
Introduction

As a voluntary service, the core theme of The Zone’s work is with people between the ages of 13 and 25 years, although some projects work with individuals outside of this age group.

In all our work we aim to be as inclusive as possible. Some of the customers that access our service may also be vulnerable. In view of these circumstances it is essential that we do all we can as an employer to maintain safety levels at work that protect our client group. Enhanced Criminal Record Bureau checks are an important aspect of recruitment of staff and volunteers and provide some protection for children and vulnerable people against those who wish to harm them.

As from November 2010, individuals will need to be ISA (Independent Safeguarding Authority) registered (vetting and barring) when working with children and vulnerable adults. Identity and qualification checks, together with references provide further evidence in this respect.
Our long experience of recruitment and retention of employees in this area of work, both paid and voluntary confirms that some of our most committed and motivated workers (paid and voluntary) do have a record of criminal convictions. The aim of this policy is to put into place the necessary procedures that enable us to be as inclusive in recruitment as we are in other areas of service, whilst maintaining high levels of safety in an environment frequented mainly by young and vulnerable young people.

Procedures

· All information relating to job applications and recruitment for paid and voluntary work should state our exemption from the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. The nature of our work requires that we be informed of spent convictions - applicants are not protected by this order.
· The Zone will make clear to all applicants for paid and unpaid posts that it is our policy to check disclosure with the Criminal Records Bureau.

· As from November 2010 all applicants must be ISA registered before applying for work (paid or unpaid). 

· All job applications for paid and voluntary workers are required to request disclosure of criminal convictions and cautions.

· All application forms will be checked through the disclosure service - Criminal Records Bureau (CRB) - once an appointment (subject to relevant checks) has been made, or volunteer selected.

· Failure on behalf of any applicant to disclose convictions will indicate their unsuitability for the work and unless extraordinary circumstances are discovered, the employment offer will be withdrawn.

· When there is lack of clarity regarding dates, times of criminal convictions, this will not be considered in the same light as failure to disclose unless disclosure confirms a more serious pattern of offending than stated by the applicant.

· All sensitive and personal information in relation to criminal convictions will be handled confidentially and stored securely. Contents will be limited to those who need to know this information, e.g. those who make decisions about or supervise the individual.

· This information will be safely destroyed as soon as is viable and no later than six months following the recruitment decision as required by Home Office Code of Practice.
· It is standard recruitment practice for The Zone to take appropriate measures to satisfy itself of the identity of those applying for positions, i.e request photographic evidence, birth certificate and an up to date utility bill. Our requirements take guidance from documentation required for CRB checks and can be found at Appendix A.
· Disclosures are designed to help employers make safer recruitment decisions. The Zone will view disclosure information as complementary to existing checks such as taking up references and relevant employment history.

· When considering criminal convictions the following factors will be taken into consideration:

1. Whether the conviction or other matter revealed is relevant to the position in question.

2. The seriousness of any offence or other matter revealed.

3. The length of time since the offence or other matter occurred.

4. Whether the applicant has a pattern of offending behaviour or other relevant matters.

5. Whether the applicant’s circumstances have changed since the offending behaviour or other relevant matters.

6. The circumstances surrounding the offence and the explanation(s) offered by the convicted person or a professional with a relevant involvement.

· If the enhanced disclosure process confirms that an applicant is barred from working with children by his/her inclusion on lists held by the Department for Education and Skills or the Department of Health, the applicant will be advised that this fact prevents them being considered for the post.

· If the applicant is ISA Barred from working with children & vulnerable adults they will be advised that this fact prevents them being considered for the post.
· In all other cases relating to any offence, the following criteria will apply:

	1
	Up to 1 year  
	The applicant will be unable to work for The Zone

	2
	1-2 years or 

Numerous offences  
	Directors will discuss prior to the CRB check being instigated

	3
	3-5 years  
	Directors will decide once results of CRB check are known

	4
	5+ years  
	Suitability for employment will be at the discretion of the CRB checker


· All decisions relating to issues raised from disclosure will only be considered by the relevant Project Lead, Directors and the Chief Executive; the Chair of the Board of Trustees will be kept informed of any decision not to continue with an application and the reasons for this. Wherever possible, efforts will be made to maintain the confidentiality of the name of the applicant.

· The Company is familiar with and complies fully with the Criminal Records Bureau and ISA Code of Practice.

· Where there are issues around disclosure, the final decision regarding a candidate’s suitability for a post will be made by the Chief Executive or nominee, and accountable agencies.  The Chair of the Board of Trustees will be kept informed of decisions taken.
· If an applicant feels they have been unfairly discriminated against, they have the right to address this issue through appeal/complaint procedures which should initially be made in writing to the Chief Executive.

Changes approved: March 2010 – Human Resources Officer
Date of next review: April 2012 or when legislation changes
Appendix A

Acceptable Identity Documents

Normally, one from Group 1 and two from Group 2

However, if applicant is unable to produce a document from Group 1, then at least five documents from Group 2 should be produced.

If applicant is unable to produce sufficient documentation, Senior Management should be consulted for a decision on suitability for employment or voluntary work.

List of Valid Identity Documents

Group 1

· Passport

· National Identity Card (UK & EU)

· Driving Licence (UK) (Full or provisional)
-England/ Wales/ Scotland/ Northern Ireland/ Isle of Man; either photocard or paper ( a photo card is only valid if the individual presents it with the counterpart licence)

· Birth Certificate (UK) - issued within 12 months of date of birth – full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions and HM Forces

· HM Forces ID Card (UK)

· Firearms Licence (UK)

· Adoption Certificate (UK)   

Group 2

· Marriage/Civil Partnership Certificate, Financial Statement **
- e.g. pension, endowment, ISA

· Birth Certificate

· Vehicle Registration Document (Document V5 old style and V5C new style only)

· P45/P60 Statement **(UK)

· Mail Order Catalogue Statement*

· Bank/Building Society Statement*  

· Court Claim Form** (UK)

· Documentation issued by Court Services*

· Utility Bill* - electricity, gas, water, telephone – including mobile phone contract/bill Exam Certificate e.g. GCSE, NVQ, O Levels, Degree

· TV Licence**

·  Addressed Payslip *

· Credit Card Statement *

· National Insurance Card (UK)

· Store Card Statement *

· NHS Card (UK)

· Mortgage Statement **

· Benefit Statement* - e.g. Child Allowance, Pension

· Insurance Certificate ** 

· Certificate of British Nationality  (UK)

· Council Tax Statement  (UK) ** 

· Work Permit/Visa  (UK) **

· A document from Central/ Local Government/ Government Agency/ Local Authority giving entitlement (UK)*:
e.g. from the Department for Work and Pensions, the Employment Service , Customs & Revenue, Job Centre, Job Centre Plus, Social Security

· One of the following documents from the United Kingdom Borders Agency (UKBA) (formerly the Immigration and Nationality Directorate – IND) (UK):

Do not use more than one of the following documents

· Convention Travel Document (CTD) - Blue

· Stateless Person’s Document (SPD) - Red

· Certificate of Identity (CID) - Brown

· Application Registration Card (ARC)

· Immigration Status Document (ISD

· CRB, Disclosure Scotland and ISA Certificate **

· Letter from a Head Teacher *

· General Medical Council (GMC) Certificate

· Connexions Card; including those cards carrying the PASS accreditation logo (UK) 

*documentation should be less than three months old
**issued within past 12 months
· At least one document must confirm the applicant’s current address and at least one document must confirm the applicant’s date of birth.
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