Policy on Employment of Individuals with Criminal Records

1. Introduction

This policy outlines our organisation’s approach to recruiting individuals with criminal records. 

We are committed to promoting equality of opportunity and ensuring that recruitment decisions are based on merit—specifically, a candidate’s skills, experience, qualifications, and potential.

We assess each applicant with a criminal record on a case-by-case basis, taking into account the nature of the role and whether it is covered by or exempt from the Rehabilitation of Offenders Act 1974.

Please note that this policy does not form part of your contract of employment and may be amended or withdrawn at any time.

2. Roles Covered by the Rehabilitation of Offenders Act

Some roles within our organisation fall under the scope of the Rehabilitation of Offenders Act 1974, which means applicants cannot be treated unfairly due to spent convictions.

· We will not automatically reject applicants with previous convictions.
· During the recruitment process (but not at the initial application stage), we may ask candidates to disclose unspent convictions.
· We will not ask about or expect disclosure of spent convictions at any stage.
· If an applicant discloses an unspent conviction that is relevant to the role, we will assess the circumstances and may, at our discretion, decide not to proceed with the application.

3. Roles Exempt from the Rehabilitation of Offenders Act

Certain roles are exempt from the Rehabilitation of Offenders Act 1974, meaning applicants may be required to disclose all convictions, including those that are spent (excluding protected cautions and convictions, where applicable).

· Disclosure of all relevant convictions will be required if the role is exempt.
· Selection decisions will still be made on a case-by-case basis, considering the relevance of the conviction to the role.
· If selected for such a role, the applicant will be asked to provide documentary evidence of their criminal record.
· We will seek the applicant’s consent to apply jointly to the Disclosure and Barring Service (DBS) for the appropriate level of check (standard, enhanced, or enhanced with barred lists).
· The cost of the DBS check will be reimbursed by the organisation.
· If the applicant is registered with the DBS Update Service, we will request permission to conduct a status check on their existing certificate.

4. Data Protection and Confidentiality

We process criminal record information in accordance with our Data Protection Policy and our Policy on Processing Special Category Personal Data and Criminal Records Data:

· Criminal record data collected during recruitment is stored securely and accessed only by authorised personnel.
· Any unauthorised access or disclosure constitutes a data breach and must be reported immediately. Such breaches may result in disciplinary action.
· Criminal record information will be securely destroyed once the recruitment process is complete.
· No criminal record data will be retained in the employee’s HR file.
· We will only use official DBS channels to verify criminal records and will never ask applicants or employees to use their subject access rights under data protection laws to provide this information.

