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Recruitment of Em—OWas Polbad; and Procedures

We are, committed to equality of opportunity for all job applicants and, aim to select people: for employment, on
the basis of their indiridual skills, abilities; experience, knowledge and, where appropriate; qualifications and,
Howerrer, Lowcas Community School (hereinafter referred to- as the ‘school) s any exempt; employer as defined, iny
the, Rehabilitationy of Offenders Ach 1974 (Exceptions Order 1975) and as suchy we have o lawful basis for
requesting any enhanced, DBS disclosure certificate for all employees:  Iny additiory the school is' ar regulated,
activity prosider and for most posts, we hame as statutonry duty to- checks that the indiridual, is not barred, from,
regulated work, with, children and, / or adults.

The School, canv only ask arv indinidual to- provide details of corwictions and cautions thaty the: School are legally,
entitled to- know about: Where a/ DBS certificate ab either standard, or enhanced, lenel, carv legally bes

(where the position is one that i included, in the Rehabilitation of Offenders Act 1974 (Excephions) Order 1975
as amended) and, where appropriate Police: Act Regulations (as' amended), the: School, can only, ask arn individual,

It s unlamful, for the School to- employ anyone who s barred, from working with children: It is' @ criminal
thmmwmmwmmwa%hmmmmsm
ThedeoLwileakeamepmttoth@Poliwand;/mﬂ'wDBSL}:

* i receives anv application fromv a barred person;

* ibis provided with false information iry or irv support of anv applicant's application; or
* it has serious concerns about an applicants suitability to- work with, childreru

rules is arv essential ands non-negotiable part of the pre~-employment; check process.
We will; consider ex~offenders for employment, on their indiridual, merits.

Jobs covered by the Rehabilitation of Offenders Ach 19714

We will, not, automatically refuse to- employ as particular indinidual just because he/she has a prexious criminal
corwictions

but, will, not asks job applicants questions about; criminals history that, would, be filtered, or protected; nor expect
them to disclose any protected, corwictions: The successful applicant; will be asked to- apply for a DBS certificate
If arnv applicant has o caution or conwiction that is unspent and, if the nature of the offence is relemant; to- their
may, abs our discretiony decline to- select the indimidual for employment, We will undertake o risk assessment; and,

Roles/jobs that, are, exempt from the Rehabilitation of Offenders Act 1974

The vast majoritiy of the roles we are seeking to recruily are: covered, by the Rehabilitation of Offenders Act 1974

(Exceptions) Order 1975 (roles irv regulated, activity positions). I these cases, we will require shortlisted,
be filtered: Everv inv these circumstances, howeaer, we wills nob refuse to- employ o particular indinidual unless
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As o resulls of amendments to- the Rehabilitation of Offenders Act i 013 and A0A0, cautions and, conwictions
employers: We encourage all applicants to use the Practical guidance prosided, by Unlock and, to- seek legal, or
impartial adwice before completing their self-disclosure. We will, not consider aruy criminals history that: would,
be protected, or filtered; enen if it s subsequently disclosed, on the DBS certificate.

We willy once we hane selected the person to- whom we wishs to- offer employment, make o joint; application to
the Disclosure and, Barning Service (DBS) for anv enhanced, certificate (with the relevant; DBS barred, list(s) check
where the post s i regulated activity). Where the indiridual, ts @ member of the DBS update service in the
relessant; workforce: and, ab the required, lewel; we willy withy the indisiduals permissions carry oubs o) status checks
orv anyy current certificate.  Inv order to- check the DBS Update serwice we wills require sights of the original, DBS
Cer\tlﬁloob@

We are; committed to- ensuring that alls information prosided abouts an indisiduals criminal corwictions including
any information released, irv disclosures; s used fairly and, stored, and, handled, appropriately and, i accordance
withs the prouisions of the: Data Protections Act 2018.

The Schools Policy s to ohserve the guidance issued: or supported by the DBS on the use of disclosure
information:  Iny particular, the School willi
e store disclosure informations and, other confidential, documents issueds by the DBS i lockeds non-portable
e not retair disclosure information or any associated, conrespondence unless we hae a, valid, reasor for doing
so- and, thery onliy for v masimum of 6 months.
o keep a record of the date of a disclosure, the name of the subject; the type of disclosure, the positior i
questiony the, unique disclosure number issued, by the DBS and, the recruitment, decision taken
the photocopying or scanning, of any disclosure information without: the express permissior of the individual
to- whom the disclosure relates.
If arv applicant wishes to dispute any, information contained, i o disclosure; they may do- so- by contacting the
DBS. Invcases where the applicant; would otherwise be offered; o position were it not for the, disputed, information
the: School may, where practicable and ab ite discretion, defer a/ final, decisions about the: appointment; until, the,
applicant has had, o reasonable opportunity to- challenge the disclosure information

As a Regulated, Activity provider (RAP) almost all; paid: employees aby Loweas Community School/Setting are iry
regulated actimity and therefore subject to- arv enhanced DBS certificate withs check(s) of the relevant DBS barred,
lisi(s).

Inv relation to wolunteers ands contractons; we only request a DBS certificate after as thoroughy risks assessment, has
indicated that: o check ts relevant to- the position concerned.

FwWWW%WDBSMMWM@WWWM
recruitment; briefs will, containy o statement; thaly arv enhanced, DBS certificate (with, barred, list check(s) where
relessant) will, bes requested, ir the, exent; of the indiridual, being offered, the position and, arv explanation of whery
Al shortlisted, applicants are required to- complete o criminal record, self - disclosure to be returned, no- less thary
| day prior to the inferview date.  This information is to be sent to the Head teacher of the relexant; School or
to- HR, dependent orv the role applied for: Failure to returry the self-disclosure wills resulls inv the, offer of interuieme
being withdrawn.  We guarantee that: the self-disclosure information will; only be seerv by those who need to
In the eaxrent that relexsant, information (whether in relation to presious conwictions or otherwise) is volunteered,
by arv applicant; during the recruitment, process or obtained throughs o disclosure checks the: School wills consider
the following, factors before reaching a recruitment decision


https://recruit.unlock.org.uk/knowledgebase/ignoring-filtered-criminal-records/
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whether the, conwiction or other matter revealed, s relemant; to the position in question;

whether the applicant has o patterr of offending behariour or other relessant; matters;

and, the circumstances surrounding the offence and the explanation(s) offered by the applicant.

If the post inwolmes regular contact withs childreny i is the: Schools normals policy to- consider it a highs risks to
If the post inmolves access to- money o budget responsibility, i ts the: Schools normal policy to- consider it o
If the post inwolves some driving responsibilities; it is the: Schools normal policy to- consider it o highs risks to
If @ DBS Certificate reseals any conwictions, the persor concerned wills bes inwited, to- attend arv interiem with
the Head, teacher or HR manager to- discuss the corwiction(s) and, circumstances. Following this meeting o Cause
for concernv risk assessment; will be carieds out and, @ decisiony made and, communicated: back to- the persory
employment;

We ensure that all those who- are; innolved, inv the: recruitment; process hane beerv suitably trained to- identify and,
assess the relemance and: circumstances of offences. We also ensure that they hame receined, appropriate
guidance on the relevant; legislation relating to- the employments of ex-offenders, eg. the Rehabilitation of
Offenders Act 1974 (exceptions order 1975) (as amended, 013 & 20A0) and, know- how to access admice and,
support eigs, froms our HR suppliers; and relevant, registered, bodies:

Ab infersiens or inv v separate discussion, the recruibment, selection panel, wills ensure that: anv opery ands measured,
grounds of gross misconduct: A failure to disclose o previous conwiction may also- amount to- a criminal, offence.
AU;potﬂ\huLanplaé,ee&amgmdﬁthoﬂerwdosumand/Bm' Sen«&wCod@%Pmdioeand;@cop@t&nwd@
We undertake to discuss any relessant; matter resvealeds onv as DBS certificate withs the, persony seeking thes position
before withdrawing o conditional, offer of employment:  This discussion and any subsequent; risk assessment; may
If the DBS check rexeals any matching information against the DBS barred, list(s) or any criminal, corwiction
which precludes them from working withs childrens and/or adults’ the, applicant is deemed, non appointable. Irv
this circumstance, we would, notify the Locals Authonity Designated, Officer iy line withs the local, multi-agency
procedures.

3. References and useful, links

Disclosure & Barring Service:

*  wwwgosuk/government/organisations/disclosure~ and-baring - service
e Detailed @m ,@ sheets and, FAQs

o  Filten ' 28 November 2020

Ministry of Justice:

e Guidance on the Rehabilitation of Offenders Act 1974 and the Exceptions Order 975 (and, self-disclosure)

! Relates to those applying for posts where students are over the age of 18 e.g., special schools. Delete if not applicable.
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https://kymallanhub.co.uk/download/document/4342/
https://kymallanhub.co.uk/download/document/4342/
https://www.gov.uk/government/publications/dbs-code-of-practice
http://www.gov.uk/government/organisations/disclosure-and-barring-service
https://www.gov.uk/government/organisations/disclosure-and-barring-service/about
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National: Association for the: Care and, Resettlement: of Offenders (Nacro):
e Criminal records support, semvice - admice for applicants and, employers

® Practical guidance on DBS Filtening

Unlock - Organisation providing adwice for those with, criminal records
Help or adwmice withs oy criminal record,

Which cautions and, conwictions will, be removed, froms a standard, or enhanced DBS disclosure?
th,er\ed,andppoted/edcomdwn&



https://www.nacro.org.uk/criminal-record-support-service/
https://www.nacro.org.uk/nacro-services/advice/advice-for-individuals/what-is-filtering/
https://unlock.org.uk/
https://unlock.org.uk/wp-content/uploads/misc/What-will-be-filtered-by-the-DBS.pdf

