 RECRUITMENT OF EX OFFENDERS For (NAme of Organisation)
The Rehabilitation of Offenders Act 1974 provides that ex-offenders are not required to disclose to prospective employers, convictions defined as ‘spent’ under the Act (unless the post is covered by the Exceptions Order, see point 4.2). The Act defines time periods after which different types of convictions become spent. It also makes it illegal for employers to discriminate against an ex offender on the grounds of a spent conviction.

(Name of Organisation) demonstrates its commitment to the fair treatment of its staff, potential staff or users of its services, as stated in the Equality and Diversity Policy, by:
· Making this Policy available, on request, to all Disclosure Applicants at the outset of the recruitment process.

· Actively promoting equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records.  All candidates are selected for interview based on their skills, qualifications and experience. 

· For those positions where a Disclosure is required, all application forms, job adverts and recruitment details will contain a statement that a Disclosure will be requested in the event of the individual being offered the position.

· Where a Disclosure is to form part of the recruitment process, candidates will be required to provide details of their criminal record with the initial application.  We guarantee that this information is only seen by those who need to see it as part of the recruitment process.

· Unless the nature of the position allows Name of Organisation to ask questions about your entire criminal record, we only ask about ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 1974.

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

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

· Making every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and making a copy available on request.

· Undertaking to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar an individual from working with Name of 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.
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