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) Policy Statement on the Secure Storage, Handling, Use,
Retention and Disposal of Disclosures and Disclosure
information:

)

ii)

General principles:

As an organisatiorusingthe Criminal RecordsBureau(CRB) Disclosureservice
to help assesshe suitability of applicantsfor positionsof trust, Whitgift SNAP
compliesfully with the CRB Codeof Practiceregardingthe correcthandling,use,
storageretentionanddisposalof DisclosuresandDisclosureinformation. It also
compliesfully with its obligationsunder the Data ProtectionAct and other
relevantlegislationpertainingto the safe handling,use, storage retentionand
disposalof Disclosureinformation and hasa written policy on thesematters,
which is outlined below.

Storage & Access

Disclosureinformation is neverkept on an applicantOpersonneffile andis

alwayskeptseparatelyandsecurely,n lockable,non-portablestoragecontainers
with accesstrictly controlledandlimited to thosewho areentitledto seeit aspart

of their duties.

Handling

In accordancevith section124 of the Police Act 1997, Disclosureinformationis
only passedo thosewho areauthorisedo receiveit in the courseof their duties.
We maintaina recordof all thoseto whom Disclosurer Disclosureinformation
has beenrevealedand we recognisethat it is a criminal offenceto passthis
information to anyone who is not entitled to receive it.

Usage
Disclosureinformationis only usedfor the specific purposefor which it was
requested and for which the applicantOs full consent has been given.

Retention

Oncea recruitment(or otherrelevant)decisionhasbeenmade,we do not keep
Disclosureinformation for any longer than is absolutelynecessaryThis is
generallyfor a period of up to six months,to allow for the consideratiorand
resolutionof any disputesor complaints.f, in very exceptionakircumstancest
is considerednecessaryto keep Disclosureinformation for longer than six-
months,we will consultthe CRB aboutthis andwill give full consideratiorto the
Data Protection and Human Rights individual subject before doing so.
Throughoutthis time, the usual conditionsregardingsafe storageand strictly
controlled access will prevail.



Vi)

Disposal

Once the retention period has elapsed,we will ensurethat any Disclosure
informationis immediatelysuitablydestroyediy securemeansj.e. by shredding,
pulping or burning. While awaitingdestruction Disclosureinformationwill not
bekeptin anyinsecurereceptaclde.g.wastebin or confidentialwastesack).We
will not keepany photocopyor otherimage of the Disclosureor any copy or
representatiorof the contentsof a Disclosure.However, notwithstandingthe
above we may keepa recordof the dateof issueof a Disclosure the nameof the
subject,the type of Disclosurerequestedthe positionfor which the Disclosure
wasrequestedthe uniquereferencenumberof the Disclosureandthe detailsof
the recruitment decision taken.

vii) Acting as an Umbrella Body

Before acting as an Umbrella Body (one which countersignsapplicationsand
receivesDisclosureinformation on behalf of other employersor recruiting
organisations)we will takeall reasonabletepsto ensurethatthey cancomply
fully with the CRB Codeof Practice.We will alsotake all reasonablestepsto
satisfyourselveghattheywill handle,use,storeretainanddisposeof Disclosure
informationin full compliancewith the CRB Codeandin full accordancevith
this policy. We will alsoensurethat any body or individual, at whoserequest
applicationsfor Disclosureare countersignedhassucha written policy and, if
necessarywill providea modelpolicy for thatbody or individual to useor adapt
for this purpose.

2) Policy Statement on the Recruitment of Ex-offenders:

a)

b)

d)

As an organisatiorusingthe Criminal RecordsBureau(CRB) Disclosureservice
to assesspplicants@uitability for positionsof trust, Whitgift SNAP complies
fully with the CRB Codeof Practiceand undertakedo treatall applicantsfor
positionsfairly. It undertakesot to discriminateunfairly againstany subjectof a
Disclosure on the basis of conviction or other information revealed.

Whitgift SNAP is committedto the fair treatmentof its staff, potentialstaff or
usersof its services,regardlessof race, gender,religion, sexual orientation,
responsibilitiesfor dependantsage, physical/mentaldisability or offending
background.

This policy on therecruitmentof ex-offenderds madeavailableto all Disclosure
applicants at the outset of the recruitment process.

We actively promoteequality of opportunityfor all with the right mix of talent,
skills, and potentialand welcomeapplicationsfrom a wide rangeof candidates,
including thosewith criminal records.We selectall candidatedor interview
based on their skills, qualifications, and experience.



e)

f)

9)

h)

)

K)

A Disclosureis only requestedftera thoroughrisk assessmertasindicatedthat
one is both proportionateand relevantto the position concerned.For those
positionswherea Disclosureis required,all applicationforms, job advertsand
recruitmentbriefswill containa statementhata Disclosurewill be requestedn
the event of the individual being offered the position.

Wherea Disclosureis to form part of the recruitmentprocesswe encourageall
applicantscalledfor interview to provide detailsof their criminal recordat an
early stagein the applicationprocess We requestthat this informationis sent
underseparateconfidential,coverto the SchemeOfficer or Chairmanof Whitgift
SNAP andwe guaranteehatthis informationwill only be seenby thosewho need
to see it as part of the recruitment process.

Unlessthe natureof the positionallows Whitgift SNAP to ask questionsabout
your entirecriminal recordwe only askabout"unspent'convictionsasdefinedin
the Rehabilitation of Offenders Act 1974.

We ensurethat all thosein Whitgift SNAP who areinvolved in the recruitment
processhave beensuitably trained to identify and assesghe relevanceand

circumstance®f offences.We also ensurethat they havereceivedappropriate
guidanceandtrainingin therelevantiegislationrelatingto the employmenof ex-

offenders, e.g. the Rehabilitation of Offenders Act 1974.

At interview, or in a separataliscussionwe ensurethat an openand measured
discussiortakesplaceon the subjectof any offencesor othermatterthatmight be
relevantto the position.Failure to reveal information that is directly relevant
to the position sought could lead to withdrawal of an offer of employment.

We makeeverysubjectof a CRB Disclosureawareof the existenceof the CRB
Code of Practice and make a copy available on request.

We undertaketo discussany matterrevealedin a Disclosurewith the person
seeking the position before withdrawing a conditional offer of employment.

Havinga criminal recordwill not necessarilyparyou from working with us. This
will dependonthe natureof the positionandthe circumstanceandbackgroundf
your offences.



