

Criminal Records Bureau checks policy and procedure

It is a requirement of the Criminal Records Bureau
 code of practice that any body or individual using disclosure information as part of their recruitment process must treat disclosure applicants who have a criminal record fairly and do not discriminate because of a conviction or other information revealed.

As an organisation using the Criminal Records Bureau (CRB) disclosure service to assess applicants’ suitability for positions of trust,  DASH complies fully with the CRB code of practice and undertakes to treat all applicants for positions fairly.  

DASH will not discriminate unfairly against any subject of a disclosure on the basis of a conviction or other information revealed.

Having a criminal record will not necessarily bar a person from working at DASH.  This will depend on the nature and circumstances of the offence.

All staff, committee members or others who are involved in direct contact with the children will be required to undertake a Criminal Records Bureau (CRB) check.

The manager will be responsible for ensuring the check is complied with.

TMG is the current provider of CRB checks, is OFSTED approved organisation and will conduct these checks on behalf of DASH.

Any person who refuses to complete the required form or produce the required evidence, will be judged unsuitable to carry out their role and will have the offer of employment withdrawn, or, if a member of the committee will be required to stand down.

Any person not CRB checked (and whilst their CRB check is processed) will not be left alone with children.

All CRB results will remain private and confidential.  DASH will ensure the secure storage, handing, use, retention and disposal of disclosure information in compliance with CRB code of practice. 

In the event of conviction or other information being revealed on the CRB check of a member of staff the following procedure will apply.


If the offence is of a seriously violent act, or relates directly with endangerment to children.  That person will immediately have the offer of employment withdrawn/or be required to stand down.

For any other offence the manager will inform 2 members of the management committee within 2 weeks of the disclosure being received.

These members plus the manager will investigate the matter thoroughly, having regard to all circumstances of the offence.  Factors will include the date of the offence, the type of offence, the degree of culpability of the person and the person’s activity and involvement with children since the offence.

The individual concerned will attend a hearing where the matter will be discussed in detail.  The individual will be allowed to have representation or to have a friend or colleague present.

The members will make a determination, which will be communicated, to the individual within 3 working days by registered post.

The individual will then have a right to appeal.  The appeal must be communicated to the manager within 1 week.

3 alternative members of the committee will then convene to hear the appeal.

This appeal will be held within 1 week.  The individual will have the right attend and to have representation or to have a friend or colleague present.

The decision will be made and communicated to the individual within 3 working days by registered post.

This decision will be final.

In the event of conviction or other information being revealed on the CRB check of a member the committee, the following procedure will apply.

The full committee will convene to hear the matter, within 2 weeks.  The member concerned will be allowed to explain the offence. The committee will discuss the matter thoroughly, having regard to all circumstances of the offence.  Factors will include the date of the offence, the type of offence, the degree of culpability of the person and the person’s activity and involvement with children since the offence.

The committee will adjourn and a decision will be made.

This decision will be communicated to the individual within 3 working days by registered post.

The decision will be final.

This policy was adopted by the management committee June 2007

Review due date June 2009

� See www.crb.gov.uk
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