Policy on the Recruitment and Employment of Ex-Offenders

(Insert organisation name here) is committed to being an Equal Opportunities employer and this policy aims to ensure that ex-offenders receive fair treatment throughout their experience of recruitment and employment within our organisation.

· (Insert organisation name here) recognises our social responsibility and position within the community. We appreciate the role that continuity of employment can play in the rehabilitation of ex-offenders when matched to appropriate posts. A criminal record is not an automatic bar to employment with this organisation. The specific details of each ex-offenders case will be considered on an individual basis. In each instance, we will determine whether a candidate has the skills and experience for the post, taking account of the impact of the criminal record upon the needs of the post.

· We will ensure that application forms for positions where Disclosures will be requested contain a statement that a Disclosure will be requested in the event of a successful application, so that the applicants are aware of the situation. This will be worded accordingly – 

This post meets the requirements in respect of exempted questions under the Rehabilitation of Offenders Act 1974, any applicants for this post who are offered employment or who become volunteers for this organisation will be subject to a criminal record check from the Criminal Records Bureau before the appointment is confirmed. This will include details of cautions, reprimands or final warnings as well as convictions. A criminal record will not automatically bar a person from successfully taking up this post.
Volunteers for our organisation will also receive a copy of this policy before a CRB check is carried out.
· To assist us in this assessment, all applicants will be asked to provide details of unspent criminal records at the initial application stage. In line with the Rehabilitation of Offenders Act 1974, details of spent convictions will be requested from applicants for posts which are considered exempt from the Act due to the responsibilities of the role, predominantly posts which include working with children, vulnerable adults and financial management.

· We will, at all times, exercise extra vigilance and diligence when recruiting to these posts and will undertake relevant criminal conviction checks as part of our recruitment and employment action when appropriate, we will also undertake to obtain two positive references for each applicant (volunteer or employed). Where details of spent convictions are required, they will be obtained in conjunction with the applicant and member of staff via the Criminal Records Bureau (CRB) Disclosure service. (Name of organisation) will adhere to the CRB Code of Practice at all times and, as required by the CRB, a copy of the Policy on the Recruitment and Employment of Ex-Offenders will be made available to all applicants and staff who undergo a criminal records check.

· All information received as part of this process will be treated as highly confidential and in line with (name of organisation) policy regarding the security, storage and retention of applicant and staff criminal records information, as required by the CRB.

· Once in employment, staff should inform their line manager, in confidence, of any changes to their circumstances affecting their criminal records status, in order that the impact upon their suitability to undertake their role may be reviewed.

· At interview, (name of organisation) aims to ensure that an open and measured discussion takes place on the subject of any offence or other matter that might be relevant to the position sought and could lead to withdrawal of an offer of employment.

· (Name of organisation) will make every subject of a CRB disclosure aware of the existence of the CRB code of practice and make a copy available on request.

· (Name of organisation) undertakes to discuss any matter revealed in a disclosure with the person seeking the position before withdrawing a conditional offer of employment.

· We will make the applicant aware of our policy and ensure that relevant statements are made during the application process

This policy will be reviewed prior to the AGM of this organisation and presented for approval if amendments are made.
