Social Care 4 U
CRB Policy

Social Care 4U LTD is a specialist matching employment agency, which specialises in the placement of temporary and permanent workers throughout the UK. Social Care 4U is an agency which aims to develop long-term relationships with clients from local authority social service departments to provide them with a competitive advantage by recruiting the best-qualified and unqualified social workers, care support workers and nursery officers. 
Our company makes every effort to satisfy the client's requirements thoroughly and to ensure that they are offered candidates who match their specific need. We provide an excellent training package for our workers to ensure that they will be fully equipped to deliver a quality service. Our offer of a personal service to both our clients and our workers will be instrumental in looking at individual needs and diversity whilst providing an extensive process, of which will match appropriate workers to clients.

At Social Care 4U we ensure that adequate checks are completed on every candidate these include Criminal Records Bureau check, DOH and DFES, rehabilitation of ex–offenders act (ROA) 1974 exceptions order 1975, references covering the previous five years, one of which must be from the current or last employer are always undertaken. Candidates are then required to sign a health declaration questionnaire stating that they are in good health, Identification checks including qualifications are also obtained all these checks are done to identify suitability for working with children and vulnerable adults. See check list below;

· references
· identity

· UK residence or permission to work in UK

· CRB enhanced disclosure (unless the person has continuity of employment)

· List 99 check

· Overseas criminal record check (where necessary)

· medical fitness

· qualifications

· professional status 

· complete induction and/or probationary period, as required for the position

SOCIAL CARE 4 U are committed to promoting equal opportunities to all individuals, regardless of their race, gender, colour, age appearance or impairment, ethnic origin, culture, sexual orientation, marital status, and oppose all forms of discrimination.
SOCIAL CARE 4 U  will make every attempt to ensure that the principles of equal opportunity underpin all service provision and that services will be made accessible to all those who need or want them.

SOCIAL CARE 4 U will promote its equal opportunities policy through training and guidance of all employees with assessments and reviews taking account of equal opportunities objectives. We will offer services to meet the needs of the entire community.
· As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, social care 4u complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other information revealed. 
· Social care 4u is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background. 
· We have a written policy on the recruitment of ex-offenders, which is made available to all Disclosure applicants at the outset of the recruitment process. 
· We actively promote 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.  We select all candidates for interview based on their skills, qualifications and experience. 
· A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned.  For those positions where a Disclosure is required, all application forms, job adverts and recruitment briefs 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, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process.  We request that this information is sent under separate, confidential cover, to a designated person within social care 4u and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process. 
· Unless the nature of the position allows social care 4u to ask questions about your entire criminal record, we only ask about ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 1974. 
· We ensure that all those in socialcare4u who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974. 
· At interview, or in a separate discussion, we 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 withdrawal of an offer of employment. 
· We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request. 
· We undertake 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 you from working with us.  This will depend on the nature of the position and the circumstances and background of your offences.

CRB Process through Social Care 4U as an umbrella body

There is a strict process for completing crb’s through social care 4u as outlined in the diagram below.





When the CRB issues the completed check, a copy of the Disclosure is issued to the applicant and to the authorized signatory within social care 4u. Social care 4u will then pass on the crb to the person within your organisation who social care 4u were acting on behalf of, all crb’s are transmitted using strict postal guidelines the envelopes will be sent via special delivery marked Strictly Private and Confidential for the addressee’s attention only as per CRB’s code of practice.

Agreements with social care 4U
Each customer would have a written agreement with social care 4u which will set out the expectations and responsibilities of each party.   The agreement will include the following:
- What Disclosure information the Umbrella Body is to share with the organisation to whom it is providing the Disclosure service;
- The role each party plays, if any, in the recruitment decision (this may be the sole responsibility of one of the parties) and the obligation to comply with your policy on the recruitment of ex-offenders;
- What arrangements are kept in place by both parties for handling disclosure information and observing the Code of Practice including for example, a policy on the storage and retention of Disclosure information;
- Where the responsibility lies for verifying the identity of an applicant;
- Security of transmission arrangements for sharing Disclosure information between the parties;
- Service levels between the parties;
- What charges, if any, it will make for providing the service;
- Payment and invoicing arrangements;
- Conditions regarding withdrawal of the service;
- Any additional services social care 4u may provide to the organisation

Completing CRB applications
All CRB applications must be completed as set out below;

Mandatory Fields
The fields listed below are mandatory and therefore must be completed. Failure to do so will result in the application form being rejected and returned to the Registered Body.
Section A
	1
	Title
	Select only one option.

	2
	Surname
	Please ensure a name is provided.

	3
	Forename(s)
	Many people do not use their middle name, however, all forenames must be provided.

	4
	Current address
	Please ensure a current address is provided.

	6/7
	Town/City/County 
	At least one of Items 6 and 7 must be completed.

	8
	Postcode
	The full postcode must be entered.

	9
	At current address since 
	Month and Year must be entered - MMYYYY (e.g. 061985 for June 1985) If less than five years ago, Section D must be completed.

	10
	Date of birth
	DDMMYYYY (e.g. 14051971 for 14 May 1971).

	11
	Current gender 
	Only one box must be crossed.



Section B

	13
	Position applied for 
	Enter the title of the position you are applying for e.g. Teacher, Social Worker, Financial Adviser. If the job title does not make clear the nature of the work, be more specific (for example, Manager, Childcare Services). If the post is for a volunteer e.g. volunteer classroom assistant, only write classroom assistant.  

	14
	Organisation name 
	This is the organisation or current employer offering the job.



Section C

	20
	Surname at birth 
	If you have entered 'Mrs' or 'Ms' in section A, Item 1, please enter your surname at birth*, even if it is the same as provided at Section A, Item 2.

*Note: Applicants who were adopted before the age of 10 years do not need to provide their name at birth in Section C of the application form, they should give their adoptive name.  This is because the age of criminal responsibility is deemed to be 10 years, under the Children and Young Persons Act 1933, Chapter 12, Section 50.  This means that there is no possibility that an individual could have a criminal record in a name used until the age of 10 years.
 

	20-27
	Additional names 
	If any other names are provided then please make sure the date fields (from and to) are completed for each.

	28
	Town/City 
	This is required, whether the country of birth is in the UK or not.



Section D

If current address given at Section A is less than five years ago, section D must be completed. This must cover a continuous five-year period; there must be no gaps in the addresses provided for this period.  Use a continuation sheet if necessary.  Please give full address details, including postcode and the date when the applicant resided at these addresses.
If an applicant has not lived at their current address for more than five years and has provided other addresses you should, where possible, ask for documentation to verify this information.

Section E
Information in Section E is no longer required and should be left blank. 

 

Section F

Information in Section F is no longer required and should be left blank. 

 

Section H

	68
	Declaration by applicant 
	A signature must be present.



Section X

Please see ‘ ID Checking Process’ DIP 002 fact sheet, when completing this part of the form; or contact the CRB Information line. 

 
	 X16
	Evidence seen and checked by 
	This must be the name of the person who has verified the ID.



Section Y
	Y1
	Registered Body number 
	Please make sure that the RB number entered here is your organisation’s RB number; this should be an 11 digit number.

	Y2
	Countersignatory number 
	After checking that the RB number in Y1 is your RB number, enter your unique Countersignatory number (11 characters).

	Y6, Y7
	The level of criminal record check required in respect of this application
	This should state Standard or Enhanced
For telephone application forms, if you need to change the pre-populated information in these boxes, you should contact the Information line, as the form will need to be amended and re-printed.

	Y8
	Registered Body to pay 
	If you are submitting an application for a volunteer and have Payment on Account (POA) status, you should cross ‘On account’ and ‘Volunteer – no payment due’.
If you do not have POA status, you should just cross ‘volunteer – no payment’.

	Y9
	Declaration by registered person 
	This must be the signature of a registered Countersignatory.


ID Checking Process
All information provided by the applicant and on the application form will be checked and validated to establish the true identity of the applicant, through the examination of a range of documents as set out in this guidance below, the applicant has to provide details of all names by which they have been known and all addresses where they have lived in the last 5 years and to ensure that the application form is fully completed and the information it contains is accurate.
 Only valid, current and original documentation will be accepted no photocopies.

No documents printed from the internet e.g. internet bank statements will be accepted.

All identity information (e.g. name, date of birth, address etc.) recorded in Section X on the Disclosure application form will be cross-matched with those provided by the applicant in sections A-C.

We will always ask for photographic identity (e.g. passport, new style driving licence, etc. and this will to be compared against the applicant’s likeness).

All documents must be in the applicant's current name as recorded in Section A (see below for guidance on recent changes of name).

 One document must confirm the applicant’s date of birth as recorded in Section A.

We will need to see at least one document to confirm the applicant's current address as recorded in Section A. Only place a cross (x) in Section X15 if you have seen two documents.

The applicant must provide a full and continuous address history covering the last 5 years. Where possible the applicant should seek documentation to confirm this address history.

We will cross match the applicant’s address history with any other information we have been provided with as part of the recruitment, such as their CV. 

Only one document from each of the subgroups in Group 2 should be included in the document count.

 If an identity document is provided in a foreign language, you must obtain a translation of that document, certified by a Notary Public.

List of Valid Identity Documents

Group 1

	Passport
	EU National Identity Card

	Driving Licence (UK) (Full or provisional)
-England/ Wales/ Scotland/ Northern Ireland/ Isle of Man ; either photocard or paper ( a photo card is only valid if the individual presents it with the counterpart licence)
	Birth Certificate (UK)
- issued within 12 months of date of birth – full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions and HM Forces

	HM Forces ID Card (UK)
	Firearms Licence (UK)

	Adoption Certificate (UK) 
	 



Group 2

 

	Marriage/Civil Partnership Certificate
	Financial Statement **
- e.g. pension, endowment, ISA

	Birth Certificate
	Vehicle Registration Document (Document V5 old style and V5C new style only)

	P45/P60 Statement (UK) **
	Mail Order Catalogue Statement *

	Bank/Building Society Statement *
	 Court Claim Form (UK) **
 - Documentation issued by Court Services

	Utility Bill*
- electricity, gas, water, telephone – including mobile phone contract/bill
	ExamCertificate
e.g. GCSE, NVQ, O Levels, Degree 

	TV Licence ** 
	Addressed Payslip *

	Credit Card Statement *
	National Insurance Card (UK)

	Store Card Statement *
	NHS Card (UK)

	Mortgage Statement **
	Benefit Statement*
- e.g. Child Allowance, Pension

	Insurance Certificate ** 
	Certificate of British Nationality  (UK)

	Council Tax Statement  (UK) ** 
	Work Permit/Visa  (UK) **

	A document from Central/ Local Government/ Government Agency/ Local Authority giving entitlement (UK)*:
e.g. from the Department for Work and Pensions, the Employment Service , Customs & Revenue, Job Centre, Job Centre Plus, Social Security
	One of the following documents from the Borders and Immigration Agency (BIA) (formerly the Immigration and Nationality Directorate – IND) (UK): 

Do not use more than one of the following documents
Convention Travel Document (CTD) - Blue

Stateless Person’s Document (SPD) - Red

Certificate of Identity (CID) - Brown

Application Registration Card (ARC) Immigration Status Document (ISD)

	CRB Disclosure Certificate **
	Letter from a Head Teacher *

	Connexions Card (UK)
	


Policy Statement: Secure Storage, Handling, Use, Retention & Disposal of Disclosures and Disclosure information

General principles

As an organisation using the Criminal Records Bureau (CRB) Disclosure service to help assess the suitability of applicants for positions of trust, social care 4u complies fully with the CRB Code of Practice regarding the correct handling, use, storage, retention and disposal of Disclosures and Disclosure information.  It also complies fully with its obligations under the Data Protection Act 1998 and other relevant legislation pertaining to the safe handling, use, storage, retention and disposal of Disclosure information and has a written policy on these matters, which is available to those who wish to see it on request.
Storage and access
Disclosure information should be kept securely, in lockable, non-portable, storage containers with access strictly controlled and limited to those who are entitled to see it as part of their duties. 


Handling

In accordance with section 124 of the Police Act 1997, Disclosure information is only passed to those who are authorised to receive it in the course of their duties.  We maintain a record of all those to whom Disclosures or Disclosure information has been revealed and it is a criminal offence to pass this information to anyone who is not entitled to receive it. 


Usage

Disclosure information is only used for the specific purpose for which it was requested and for which the applicant’s full consent has been given. 


Retention

Once a recruitment (or other relevant) decision has been made, we do not keep Disclosure information for any longer than is necessary.  This is generally for a period of up to six months, to allow for the consideration and resolution of any disputes or complaints.  If, in very exceptional circumstances, it is considered necessary to keep Disclosure information for longer than six months, we will consult the CRB about this and will give full consideration to the data protection and human rights of the individual before doing so.  Throughout this time, the usual conditions regarding the safe storage and strictly controlled access will prevail. 


Disposal

Once the retention period has elapsed, we will ensure that any Disclosure information is immediately destroyed by secure means, i.e. by shredding, pulping or burning.  While awaiting destruction, Disclosure information will not be kept in any insecure receptacle (e.g. waste bin or confidential waste sack).  We will not keep any photocopy or other image of the Disclosure or any copy or representation of the contents of a Disclosure.  However, notwithstanding the above, we may keep a record of the date of issue of a Disclosure, the name of the subject, the type of Disclosure requested, the position for which the Disclosure was requested, the unique reference number of the Disclosure and the details of the recruitment decision taken. 


Acting as an Umbrella Body

Before acting as an Umbrella Body (one which countersigns applications and receives Disclosure information on behalf of other employers or recruiting organisations), we will take all reasonable steps to satisfy ourselves that they will handle, use, store, retain and dispose of Disclosure information in full compliance with the CRB Code and in full accordance with this policy.  We will also ensure that any body or individual, at whose request applications for Disclosure are countersigned, has such a written policy and, if necessary, will provide a model policy for that body or individual to use or adapt for this purpose.
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