	Employment of Ex-Offenders - Procedure


The Criminal Records Bureau has been set up by the Government to ensure safer recruitment practice to protect the vulnerable. Two Types of checks are available : Standard and enhanced. The level of check will be determined by the duties of the position. Please note a conviction will not necessarily bar you from obtaining a job.

1. When a person applies for a position, irrespective of whether the role is a teaching or non teaching position, the College will require all applicants being offered a post here, to undergo a Criminal Records Check (CRB) as part of the pre employment screening. All job offers made will remain subject to the satisfactory outcome of that CRB check.
2. The College will therefore take into account previous time-expired convictions as laid down in the Rehabilitation of Offenders Act 1974 (ROA 1974).

3. The College has a Criminal Records Bureau Checks (CRB) Policy that incorporates the CRB Code of Practice. Any applicant may request a copy of that procedure by contacting a member of the Human Resources department.

4. Applicants are encouraged to give as much detail as possible about any relevant convictions on the application form. Further information, if the applicant wishes, can be added in a separate letter and enclosed with the application form. Because of the requirement to fill in this part of the College’s application form, CV’s will not be accepted unless accompanied by a fully completed application in addition to the CV.

5. Where it is necessary to ask questions at or after interview regarding any convictions as revealed on the application form, these questions will reflect  the principles of Section 6 of the College’s Policy on Criminal Records Bureau Checks “ Assessing the relevance of Criminal Records”

6. Should an employee be convicted of an offence whilst employed by the College, the circumstances and the type of offence will be considered in relation to their continued employment before a decision is made regarding disciplinary action or dismissal. If the offence does not affect continuation of the employment – i.e. it has no bearing on the type of work being carried out – employment may be able to continue. If a custodial sentence is imposed in excess of the time that could be covered by annual leave arrangements, it may be necessary to treat the contract as having been frustrated (i.e. the person is not available to undertake the provisions of their contract), and thus, the employment as having ended at the beginning of the sentence. Upon receipt  of a CRB which discloses convictions, the employer will be invited to a meeting with a member of the HR department to discuss.
7. A dismissal on grounds of frustration will not preclude the employee from applying to rejoin the College on release, when the application will be considered in the normal way.

8. It should be stressed that failure to provide accurate answers with respect to convictions on an application form or at interview could be regarded as gross misconduct. 
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