This model policy should be adapted as relevant to your organisation.  Reasonable efforts are made to keep the information up to date and correct, but no responsibility for its accuracy and correctness, or for any consequences of relying on it, are assumed by Links.  

Recruitment and Employment of Ex-Offenders Policy 
It is the responsibility of the Board of Trustees/Management Committee and the Director Manager to ensure this policy is adhered to in accordance with the Rehabilitation of Offenders Act 1974.

The Rehabilitation of Offenders Act 1974 enables criminal convictions to become ‘spent’ or ignored after a ‘rehabilitation period’.  After this period, with certain exceptions, an ex-offender is not normally obliged to mention their conviction when applying for a job, unless asked to do so.

Under the Act ‘spent’ convictions cannot be the grounds for not employing or dismissing employees.  However employees will be liable for dismissal if they do not declare ‘unspent’ conviction when asked to do so, on (Insert name of Organisation)’s standard application form).

Any information pertaining to ‘spent’ or ‘unspent’ convictions will remain confidential and will not be disclosed by (Insert name of Organisation) unless authorised to do so by the data subject.

If a job applicant or an existing member of staff has an un-expired criminal conviction a decision will be made on whether it is relevant to the post. The Recruitment Panel in consultation with the Director/Manager will decide whether the person should:

1. Be employed or continue to be employed

2. Be employed or continue to be employed subject to safeguards

3. Not be employed or be dismissed.

Required Disclosure
Disclosure of all convictions ‘spent’ and ‘unspent’, must be declared by an employee when their duties involve regulated activities with children and vulnerable adults.  In these circumstances to ensure that we do not commit a criminal offence it is the policy of (Insert name of Organisation) not to employ anyone or use volunteers ) who has a conviction or formal police caution for an offence against Children, Young people or vulnerable adults as specified in the organisation’s  Child and Vulnerable Adult Safeguarding Policies. 

It is the responsibility of (Insert name of Organisation) Director/Manager to identify which staff (if any) will be carrying out regulated activities with children and/or vulnerable adults during the course of their duties.   And if deemed relevant and proportionate, a criminal record check should be undertaken with the Criminal Records Bureau part of the Disclosure and Barring Service.

Disclosures Required in the Recruitment Process
For those positions where a Full Disclosure of all spent and unspent convictions is required, job adverts and job descriptions (plus opportunities for volunteers) will contain a statement that a Disclosure will be requested. 

For those positions where a Full Disclosure is not required, applicants will only be asked to disclose ‘unspent’ convictions.  This is a question asked on (Insert name of Organisation)’s application form.
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