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  THE REHABILITATION OF OFFENDERS ACT 1974

CONFIDENTIAL 
To be completed by all Job Applicants
Name of Applicant: ________________________________

Job Vacancy: _____________________________________
Due to the nature of Stanbridge Earls School’s work with children you are requested to complete this form and return it with your application, but sealed separately in the enclosed pre-addressed envelope.

Before answering the questions below please note the following:

1. The provisions of the Rehabilitation of Offenders Act 1974 relating to the non-disclosure of certain criminal convictions do not apply and no convictions can be regarded as spent.

2. Failure on your part to reveal information about all convictions, bindings over, cautions, reprimands, warnings and any other matters relevant to the position sought may, on discovery, result in the withdrawal of any offer of employment or, if already employed, summary dismissal.

3. Stanbridge Earls School uses the Criminal Records Bureau’s (CRB’s) Disclosure Service to make checks on all persons offered employment by the school.
4. If you are offered employment if will be subject to CRB Disclosure about you and to you consenting to Stanbridge Earls School obtaining the same.  This will give convictions (both ‘spent’ and ‘unspent’) as well as cautions, reprimands and warnings.  It may also give non-convict information from local police records which a chief police officer thinks may be relevant to the matter in question.

A summary of Stanbridge Earls School’s Policy on the use of the Criminal Records Bureau is enclosed with the Job Application form.
(Please answer by ticking the appropriate box)   
                                                                                                          YES                   NO

1. [image: image1.wmf]Have you ever been convicted of or found guilt of any

Criminal offence or been bound over, by any Court or Court

Martial whether in the United Kingdom or abroad, or received 

a caution, police reprimand or warning?                                     


2. Are you currently on probation, a conditional discharge or

      ‘bound over’ after being charged with any offence?
3. Have you been charged with any offence which is yet to be   

considered by a Court?
If you have answered YES to any of the questions, please give further details overleaf.
Summary of Stanbridge Earls School Policy on its use of the Criminal Records Bureau to carry out checks on employees and prospective employees.
1. Because of the nature of the work with children, Stanbridge Earls School (the School) uses the Criminal Records Bureau’s (CRB) Disclosure Service to make checks on all persons offered employment.  All job offers will be made subject to Disclosure information.

2. The School complies fully with the CRB Code of Practice and undertakes to treat all job applicants fairly.

            Full copies of the CRB Code of Practice and the School’s Policy on its use of      
            The CRB Disclosure Service are available on request.

3. The Disclosure information will only be seen by those who need to see it as part of the recruitment process.  Members of the Governing Body may also become aware of it.  Disclosure information will be kept on file in a locked non-portable container for six months from the date of receipt and then shredded.  After that only a form showing the name of the employee, the post applied for, the dates when the Disclosure was applied for and received, the CRB reference number and the recruitment decision with confirmation that the appropriate factors were considered or not applicable, will be retained.

4. The School is committed to the fair treatment of all its staff and potential staff regardless of race, gender, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background.
5. The School actively promotes equality of opportunity for all with the right mix of qualifications, talent, skills, and potential and welcomes applications from a wide range of candidates, including those with criminal records. It will not discriminate unfairly against any job applicant on the basis of a conviction or other information revealed by the applicant or a CRB Disclosure.  Candidates for interview are short listed on the basis of their qualifications, experience and skills.
6. All applicants for employment within the School are encouraged to provide, with their applications, details of their criminal records including any convictions, bindings over, cautions, reprimands and warnings under separate confidential cover to the Headmaster. The School guarantees that this information will only be seen by those who need to see it as part of the recruitment process.
7. The nature of the School’s work means that no convictions, bindings over or cautions even as a juvenile, can be considered as ‘spent’.  All must be disclosed and candidates may be questioned about any of them.

8. The School ensures that all those who are involved in the considerations of these matters in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences, and the relevant legislation relating to the employment of ex-offenders.
9. At interview, or in a separate discussion, the School will ensure that there is an open and measured discussion with each candidate about any offences or other matters which might be relevant to the position.

10. Failure to reveal information about convictions, bindings over or cautions or any other matter related to the position sought, may, on discovery, result in withdrawal of an offer of employment, or, if already employed, summary dismissal.

Having a criminal record will not necessarily bar you from working with us.

This will depend on the nature of the position and the circumstances and back ground of your offence(s).

CONFIDENTIAL

Details of any matters to which you have answered YES overleaf. Please give the date, the place of the court hearing, the type of offence and sentence and if appropriate the Probation Officer’s name and address.

I confirm that the information I have given is to the best of my knowledge information and belief, true and complete.

Signed____________________________________   Date: ________________________

Having a criminal record will not necessarily bar you from working for us – this will depend on the nature of the position and the circumstances and background of the offence(s).

Please seal this completed form in the envelope provided making sure that you have marked the outside of the envelope with your name and the Job Vacancy title and then send it back with the rest of your application.
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