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1 Introduction
Having a criminal record will not necessarily bar an individual from working or volunteering with Eastcott Community Organisation, this will depend on the nature of the position and the circumstances and background of the offence(s) and the relevance to the post in question. 
This policy sets out the broad principles for the recruitment of ex-offenders in Eastcott Community Organisation.
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2 Definitions
	Term
	Definition

	Centre
	The social hall managed by the Committee:
Eastcott Community Centre, Savernake Street, Swindon, SN1 3LZ
Telephone: 07599256969, e-mail: info@eastcottcommunity.org


	Ex offender
	Is a person in employment or who is seeking paid work or volunteering opportunities, who has criminal convictions.


	Organisation
	Eastcott Community Organisation
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3 Why the policy exists 
This policy provides a framework for the recruitment of ex-offenders either for paid employment or in the capacity of volunteering. The aim is to provide overall links to the different values, policies and procedures of the organisation (e.g. recruitment, equal opportunities, payment, health and safety). 

As an organisation assessing applicants’ suitability for positions which are included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order using criminal record checks processed through the Disclosure and Barring Service (DBS), Eastcott Community Organisation complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions fairly.

This policy is made available to all DBS applicants at the start of the recruitment process.
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4 Scope
This policy applies to all candidates applying for roles within Eastcott Community Organisation, who are potential employees and volunteers as well as Eastcott Community Organisation Trustees.
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5 Responsibilities
	Role
	Responsibility

	Committee/Trustees
	Those appointed to carry out the recruitment of the specific post will ensure the applicants have access to this policy and are treated in accordance with the organisation values and policies.  
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6 Policy
· [bookmark: _heading=h.3dy6vkm]Eastcott Community Organisation undertakes not to discriminate unfairly against any subject of a criminal record check on the basis of a conviction or other information revealed.

· Eastcott Community Organisation can only ask an individual to provide details of convictions and cautions that the organisation is legally entitled to know about. Where a DBS certificate at either standard or enhanced level can legally be requested (where the position is one that is included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 as amended, and where appropriate Police Act Regulations as amended).

· Eastcott Community Organisation can only ask an individual about convictions and cautions that are not protected.

· Eastcott Community Organisation is committed to the fair treatment of its staff and volunteers, potential staff and volunteers or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background.

· Eastcott Community Organisation 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.

· Eastcott Community Organisation selects all candidates for interview based on their skills, qualifications and experience.

· An application for a criminal record check is only submitted to DBS after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned. For those positions where a criminal record check is identified as necessary, all application forms, job adverts and recruitment briefs will contain a statement that an application for a DBS certificate will be submitted in the event of the individual being offered the position.




· Eastcott Community Organisation ensures that all those in the organisation who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.

· Eastcott Community Organisation also ensures that they have received appropriate guidance  in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

· At interview, or in a separate discussion, Eastcott Community Organisation ensures that an open and measured discussion takes place on the subject of any offences or other matters that might be relevant to the position. Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

· Eastcott Community Organisation makes every subject of a criminal record check submitted to DBS aware of the existence of the code of practice and makes a copy available on request.

· Eastcott Community Organisation undertakes to discuss any matter revealed on a DBS certificate with the individual seeking the position before withdrawing a conditional offer of employment.
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APPENDICES 
7.1 Risk Assessment and Management Plan

Form 1: Pre-meeting Assessment:
Date:
Name of Volunteer/staff member: 					
Name of Trustees: 

This assessment tool should be used when a volunteer has returned a caution/s or conviction/s on their DBS certificate prior to confirmation of the volunteer post.

Use this assessment, along with the following documents as available:
· Role Description		    		
· Registration Form				
· DBS Certificate			
· References					
· Records of conversation with the volunteer (i.e. emails)			

Based on the Role Description:

Will the role involve contact with children/vulnerable adults?		Yes    No 

Will the role involve access to financial assets?				Yes    No

Will the role involve access to valuable physical assets?			Yes     No

Will the role involve access to sensitive information?			Yes    No

How has this risk been identified?
Self-disclosure, informal chat, references, DBS check






Process with post							Yes    No
Proceed in meeting potential volunteer/employee  			Yes    No
Rationale:
Detail assessment of risk at this stage







Form 2: Meeting with the Potential Volunteer/Staff Member
Present:
Date and Time:
Location:

In discussion with the potential volunteer/employee complete the below table:
	Date/Offence/Other information provided by Disclosure
	Brief details of offence (include circumstances, victim, information/age of offender at time)

	


	



	


	



Record details of the discussion you have with the potential volunteer/employee below, using the questions as prompts for discussion.
	Question
	Yes/No
	Volunteer’s comments

	Did the volunteer declare the matters recorded on the DBS before the application?
	
	

	Does the volunteer agree that the information on the DBS is correct?
	
	

	What is their attitude towards the offence(s) now?
	
	

	Have the individual’s circumstances changed since the offence(s)? e.g. location, relationships, employment, mental health?
	
	

	Is there evidence that  the volunteer  has demonstrated efforts not to re-offend?
	
	





Form 3: Declarations

Declaration by Eastcott Community Organisation
Eastcott Community Organisation will:
· Treat you with respect and dignity during this process.
· Keep the details and records of this discussion confidentially and in accordance with current GDPR guidelines.
· Only share the information contained in these forms with the minimum number of people needed to assess risk to the organisation and yourself. 

Signature:
Name: 					on behalf on Eastcott Community Organisation
Date

Declaration by potential volunteer/employee

I [name] understand that:
· If any information is false or misleading, or I do not supply any other relevant information, I may be asked to leave Eastcott Community Organisation.
· The information I provided will be maintained by Eastcott Community Organisation.

I hereby consent to the use and maintenance of my personal information in accordance with this declaration.   

Signature:
Name:
Date:








Form 4:  Following the meeting with the potential volunteer/employee
Present:
Date:
	Question
	Applicable? Yes/No
	Explanation/comments

	Do the matters disclosed form any pattern of offending?
	
	

	Is the age of the Volunteer at the time of offending significant?

	
	

	Can the Volunteer demonstrate any rehabilitation?

	
	

	Will the nature of the position present any realistic opportunities for re-offending?

	
	

	Can any safeguards be implemented to reduce/remove risk?

	
	

	Additional Comments:












Form 5: Record of Decision

	Date: 
	Who is present?
	Record of discussion

	e.g. 31/10/2021
	Trustee 1 and Trustee 2
	After completion of meeting with xxx on 29/10/21. We have completed Form 4 and assessed the risk to the organisation and individual as low. This will be taken to the next board meeting for consideration. 

	
	
	

	
	
	



Is Eastcott Community Organisation going to proceed with the post:		Yes	   	No

Signature:
Date:
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	Risk Assessment & Management Plan (RAMP)

	Name of Volunteer/Employee …………………………………..                                    Date of Assessment:………………………………
Role/Position…………………………………………              
Assessor Name and Title………………………………………………   


	What is the risk? 
(Please indicate whether this risk is minimal to high. ‘No Risk’ will not be accepted)
	Who is the risk to?
	When is risk behaviour likely to occur?
	Protective measure
	By whom                             
	Date actioned

	




	

	

	




	

	




To Review: every 6 months/annually or following a significant incident/evidence of escalated risk.

Next review date:

Trustee signature:									Volunteer/Employee Signature:

Date:											Date:
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8 Associated Policies
	Policy Name
	Policy Ref

	Equal Opportunities
	12

	Complaints
	03

	Confidentiality and Data Handling
	TBC

	Safeguarding
	11

	DBS process
	Process
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