
 
 
 
Harrogate & Ripon Centres for Voluntary Service 

Harrogate & Area Council for Voluntary Service Limited 

Operating as Harrogate and Ripon Centres for Voluntary Service 

Company limited by guarantee Registered in England and Wales 

Registered Charity No. 1144758 Company No. 7760477 
 

P:\Policies & guidelines (HARCVS)\Recruitment of People with an Offending History Policy Statement (Aug 2014).doc 
Page 1 of 4 

 

Recruitment of People with an Offending History Policy Statement  
 
This policy document describes how HARCVS manages the recruitment of people with an 
offending history and the role of disclosure (providing certain criminal record information) within 
the process. 
 
Principles 
As an organisation using the Disclosure and Barring Service (DBS) to assess applicants’ 
suitability for positions of trust, Harrogate & Ripon Centres for Voluntary Service complies fully 
with the DBS Code of Practice and undertakes to treat all applicants for positions fairly. We 
undertake not to discriminate unfairly against any subject of a Disclosure on the basis of 
convictions or other information revealed. 
 
We are committed to the fair treatment of our staff, potential staff, volunteers or users of our 
services in accordance with our Equality and Diversity Policy. 
 
This policy statement is made available to all applicants for both paid and voluntary positions at 
the outset of the recruitment process where a Disclosure will be necessary. 
 
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. 
 
Disclosure and Recruitment 
A Disclosure is only requested after a thorough risk assessment has indicated that one is both 
proportionate and relevant to the paid or voluntary position concerned. For those positions 
where a Disclosure is required, all application forms, 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 Harrogate & Ripon Centres for Voluntary Service and we guarantee 
that this information is only seen by those who need to see it as part of the recruitment process.  
If this is not possible then the disclosure needs to be made early in the interview process and 
the interviewee is advised to take along a written disclosure statement (for guidance on how to 
draft a disclosure statement see Disclosing Criminal records: A NACRO Guide 2014). 
 
Unless the nature of the position allows Harrogate & Ripon Centres for Voluntary Service to ask 
questions about applicants’ entire criminal record we only ask about "unspent" convictions as 
defined in the Rehabilitation of Offenders Act 1974.  Appendix One of this document gives an 
overview of the legal background to this topic. 
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We ensure that all those in Harrogate & Ripon Centres for Voluntary Service 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, eg 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 matters 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 or volunteering. 
 
We make every subject of a DBS Disclosure aware of the existence of the DBS 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 or a volunteer placement. 
 
Having a criminal record will not necessarily bar applicants from working with us. This 
will depend on the nature of the position and the circumstances and background of the 
offences. 
 
 

Appendix One - Legal Background (Source NACRO March 2014) 
 
The Rehabilitation of Offenders Act (ROA) 1974 - Allows most convictions and all cautions, 
reprimands and final warnings to be considered spent after a certain period.  This period known 
as the rehabilitation period – is determined by the sentence or disposal given, rather than the 
nature of the offence.  The ROA gives people with ‘spent’ convictions, cautions, reprimands and 
final warnings the legal right not to disclose them when applying for most jobs, most courses 
and insurance purposes. 
 
Reform of the Rehabilitation of Offenders Act – The rehabilitation periods have been 
changed and reformed by the Legal Aid, Sentencing and Punishment of Offenders Act 2012 
(LASPO).  The reforms aim to establish the right balance between enabling people with 
convictions to successfully resettle back into society whilst at the same time maintaining public 
safety.  The changes were implemented on 10th March 2014. 
 
If you are unsure whether your conviction is ‘spent’, or whether you may need to disclose it 
when applying to a specific job or course. Then contact MACRO’s Resettlement Advice Service 
on 0207 840 1212 or email helpline@nacro.org.uk  
 
What does ‘spent’ mean? Once a conviction, caution, reprimand or final warning becomes 
‘spent’, it means that it does not need to be disclosed to most employers, or when applying for 
most educational courses, insurance or other purposes. It is against the law for an organisation 
to obtain information about an individual’s ‘spent’ cautions or convictions unless specifically  
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authorised by law to ask an ‘exempted’ question, usually related to someone applying for a job 
or role that is not covered by the ROA. 
 
The Exceptions Order Some jobs and courses are not covered by the ROA and are 
considered ‘exempt’. If you apply for an ‘exempt’ job or course, the employer or course provider 
is entitled to ask you for a full criminal record declaration and may request a check from the 
Disclosure and Barring Service (DBS).  If you apply for an ‘exempt’ job or course, you are 
advised to declare both ‘spent’ and ‘unspent’ convictions, cautions, reprimands and final 
warnings. However, you do not need to declare any criminal record information that is now 
filtered under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 
2013). This law came into force on 29 May 2013. As a result certain cautions and convictions 
are now considered ‘protected’ and therefore filtered from Standard or Enhanced DBS checks. 
Further information is contained in our Practical guidance on DBS filtering. 
 
Do I need to disclose cautions or convictions that were ‘stepped down’? 
The police retain details of convictions, cautions, reprimands and final warnings on the Police 
National Computer (PNC) until a person reaches 100 years of age. In March 2006, a procedure 
called ‘step down’ was introduced, which meant that the police could retain records on the PNC, 
but they could be removed from standard or enhanced DBS checks after a certain period had 
elapsed.  In October 2009, as a result of a decision made by the Court of Appeal in relation to a 
case that was made against the police, all step-down procedures were stopped and reversed. If 
you applied to have your record stepped down between March 2006 and October 2009, it will 
now be disclosed on your standard or enhanced DBS check unless it is eligible to be filtered 
under the filtering legislation that was implemented on 29 May  
2013. 
 
Disclosure and Barring Service (DBS) 
In December 2012, the Criminal Records Bureau (CRB) and the Independent Safeguarding 
Authority (ISA) were replaced by the Disclosure and barring Service (DBS).  A non-
departmental body of the Home Office, the DBS is responsible for processing criminal record 
checks, and making decisions as to whether an individual should be placed on or removed from 
a barring list. 
 
Criminal record checks 
There are currently four main forms of criminal record checks: Basic, Standard, Enhanced, and 
Enhanced and barred Disclosures. 
 
Basic Disclosures disclose only ‘unspent’ convictions. All employers are entitled to request 
details of ‘unspent’ convictions and are therefore entitled to request applicants to undergo a 
Basic Disclosure which can be only be obtained (for employers in England and Wales) from 
Disclosure Scotland, not the DBS. 
 
Standard Disclosures disclose ‘spent’ and ‘unspent’ convictions, cautions, reprimands and 
final warnings that are not eligible to be filtered. If an employer is recruiting for a position that is 
‘exempt’ from the ROA, they are entitled – as a minimum – to request a Standard Disclosure. 
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Enhanced Disclosures disclose ‘spent’ and ‘unspent’ convictions, cautions, reprimands and 
final warnings that are not eligible to be filtered. The police also have the opportunity to disclose 
any other information that they feel might be relevant for the employer to consider when 
deciding your suitability for the role that you have applied for. This can include arrests, non-
recordable offences, allegations and not-guilty verdicts. Very few Enhanced Disclosures reveal 
this type of police intelligence. Enhanced Disclosures may also be requested where the 
employer is recruiting for a position that is ‘exempt’ from the ROA. 
 
Enhanced and barred Disclosures disclose the same information as an Enhanced Disclosure, 
but will also reveal whether the applicant has been barred from working with children, adults or 
both, if this information is requested. Enhanced and barred Disclosures are eligible only for 
roles that involve ‘regulated activity’ with children or adults. 
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