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Registration pack for organisations using 
Maldon & District CVS as a CRB Umbrella Body

Thank you for your interest in registering to use Maldon & District CVS’s CRB Umbrella Body service.  This pack is intended to provide you with information about the service, as well as guidance to ensure that your organisation is acting according to the law in how it seeks, processes and acts upon CRB disclosures.

Included with this pack is a registration form, which we ask you to complete and return to us.  We will then issue you with blank CRB forms if you wish to use the basic service, and you will be able to contact us to arrange an appointment to use the advanced service.

I hope this service proves to be of use to you.  Feedback on how we can improve upon it is always welcome – please feel free to contact me using the details below.

Regards,

Paul Murphy
Director, Maldon & District CVS

Contacts for CRB checks at Maldon & District CVS

The main point of administrative contact for matters relating to the CRB Umbrella Body M&DCVS is:

The Administrator  


Email: admin@maldoncvs.org.uk





Telephone: 01621 851891

The alternative point of contact, or if you have any general enquiries about the service is:

Paul Murphy, Director.

Email: paul@maldoncvs.org.uk





Telephone: 01621 851891

· If you wish to use the Basic Service, please post the completed form to The Administrator at the Maldon & District CVS office address.

· If you wish to use the Advanced Service, please contact us in advance to arrange an appointment.  The staff member / volunteer must be able to take their I.D. documents to the Maldon & District CVS office address, in order for the form to be completed.

FEES
We offer two levels of service:
· A Basic service, whereby organisations are responsible for completing forms with the applicant and forwarding them to us.
· An Advanced service, where a CVS staff member will sit down with the applicant and work through the form and verification evidence.
Organisations using this service will be charged the standard rate set by the CRB, plus the administrative fee for the services provided by M&DCVS.

As of 1st April 2011, the CRB fees are:
Enhanced CRB check -     £44

Standard CRB check -     £26

Volunteer CRB check (Standard or Enhanced) - £0
Administration fees are as below. Please note that voluntary and community groups that are registered as members of MDCVS or another Essex CVS are entitled to a 50% discount.

	
	Member
	Non Member

	Basic Service
	£7 per form
	£14 per form

	Advanced Service
	£12.50 per form
	£25 per form


Fees will be reviewed in June 2012, and annually thereafter.
Organisations using this service will be informed as soon as possible of any changes to the charges levied by the Criminal Records Bureau, and we will give at least 1 month’s notice to any changes to the administrative fees.

Recruitment of Ex Offenders Policy

All organisations using this service are required to abide by a recruitment of Ex Offenders policy.  A copy of Maldon & District CVS’s policy is included below:
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Safe handling policy

All organisations using this service are required to abide by policy for Safe and Secure Handling of CRB Disclosures.  A copy of Maldon & District CVS’s policy is included below:
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Eligibility to Conduct a CRB check

The Eligible Positions Guide below lists the specific roles for which a CRB check can be conducted.
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Most roles within the voluntary sector that are eligible for a CRB check will fall under categories 05 and 06 of this guidance, with the rule of thumb being that these posts  involve the incumbent having regular, unsupervised access to children or vulnerable adults.  This ‘Regulated Activity’ must be::

	A
	Of a specified nature
	+ C “frequently intensively and / or overnight”

	OR

	B
	In a specified place
	+ C “frequently intensively and / or overnight”
	+ D gives the person the opportunity for contact with Children or Vulnerable Adults.


A) This refers to roles that involve specific interaction with children or vulnerable adults, e.g. teaching, training, supervising, providing advice, providing treatment or providing transport.

B) Specified places are: schools, pupil referral units, childcare premises (including nurseries), residential children’s care homes, children’s hospitals, children’s detention centres, children’s centres in England, and adult care homes.

C) ‘Frequently’ means once a week for most services, but once a month or more for health & social care services involving personal care.  The contact can take place on 4 days in one month or more.  For contact to be counted as frequent, it must be with the same individuals or in the same setting.  

Overnight contact between 2am and 6am can also count.

D) Contact means: The opportunity, in consequence of anything he is permitted or required to do in connection with the activity, to have contact with Children or Vulnerable Adults.

Note that the guidance from the CRB makes it clear that unless the role is specifically referenced as eligible for a CRB check or meets the definition as a Regulated Activity, there is no right to conduct a CRB check.  This means that it is not appropriate, for example, to conduct checks on roles that purely involve:
· Money handling

· Strategic decisions that do not involve direct contact with children or vulnerable adults

· ‘Incidental contact’ – i.e. working with the general public, which may or may not include vulnerable individuals.

Standard / Enhanced Checks
The table below indicates the difference between Standard and Enhanced checks, and which roles are relevant to each:

	
	Standard
	Enhanced

	Eligibility
	Professions, offices, employments, work and occupations as listed in the Exceptions Order of the Rehabilitation of Offenders Act. E.g. solicitor, security guard
	1. Anybody working with children and/or vulnerable adults in a regulated activity (e.g. teaching, training, care, supervision, advice, treatment or transport) on a frequent. Intensive and / or overnight basis.

2. Other prescribed positions e.g. Gaming license

	Checked
	Police National Computer – convictions, reprimands & warnings
	Police National Computer, Independent Safeguarding Authority Barred Lists, Police Force information.
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CRB Policy


(Including Safe Handling)


Purpose and Scope


As an organisation using the Criminal Records Bureau (CRB) Disclosure service to help assess the suitability of applicants for positions of trust, Maldon & District Community Volunteer Service (M&DCVS) complies fully with the CRB Code of Practice regarding the correct handling, use, storage, retention and disposal of Certificate and Certificate 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 Certificate information full details of which can be found, upon request, in the M&DCVS’s Data Protection Policy. 


Application

 If, after a thorough risk assessment, it is proportionate and relevant to seek a CRB certificate for any employment or voluntary position, M&DCVS will make sure all application forms, job adverts and recruitment briefs will contain a statement that a CRB check will be requested in the event of the individual being offered the position. Documentation will also state the level of disclosure required i.e standard or enhanced.

CRB checks will only be sought for those positions exempted under the Rehabilitation of Offenders Act (1974), and only after evidence of the individual’s identity, including their name, date of birth, and current address has been submitted and verified.


In the event that a volunteer is a child, and/or it has been identified that children will frequently be clients, an enhanced CRB certificate MUST be held by the supervising employee/volunteer, who must be in attendance at all times, in pursuit of section 2(1) of Part 1 of Schedule 4 of the Safeguarding Vulnerable Groups Act 2006.


Further details of recruitment including recruitment of ex-offenders can be found, upon request, in the M&DCVS’s Recruitment Policy. 


If employment commences before a CRB certificate has been received, this will be on a supervised basis only.  For those positions requiring a CRB certificate, a new check must be undertaken every three years.

Safe Handling of Certificate Information

Storage & Access 


Certificate information is never kept in personnel files and is always kept separately and 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 
No photocopies or scanned images of Certificate information will be made, however, in accordance with Section 124 of the Police Act 1997, Certificate information is only passed to those who are authorised to receive it in the course of their duties. M&DCVS will maintain a record of all those to whom Certificates or Certificate information has been revealed and it recognises that it is a criminal offence to pass this information to anyone who is not entitled to received it. 



Usage 
Certificate information is only used for the specific purpose of 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, M&DCVS do not keep Certificate information for any longer than is absolutely necessary. This is generally for a period not exceeding 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 Certificate information for longer than six-months, M&DCVS will consult the CRB about this and will give full consideration to data protection and to the Human Rights of the individual subject before doing so. Throughout this time, the usual conditions regarding safe storage and strictly controlled access will prevail. 


Disposal 
Once the retention period has elapsed, M&DCVS will ensure that any Certificate information is immediately destroyed by secure means, i.e. by shredding, pulping or burning. While awaiting destruction, Certificate information will not be kept in any insecure receptacle (e.g. waste bin or waste sack). M&DCVS will not keep any photocopy or other image of the Certificate or any copy or representation of the contents of a Certificate. 


However, notwithstanding the above, M&DCVS may keep a record of the date of issue of a Certificate, the name of the subject, the type of Certificate requested, the position for which the Certificate was requested, the unique reference number of the Certificate and the details of the recruitment decision taken.

This policy must be made available, upon request.
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CRB checks: eligible positions guidance 


Under the Rehabilitation of Offenders Act 1974, a person with a criminal record is not required to 


disclose any spent convictions unless the position they are applying for, or are currently undertaking, 


is listed as an exception under the act.    


Your legal responsibility 


Before an organisation considers asking a person to make an application for a CRB check, they are 


legally responsible for ensuring that they are entitled to ask that person to reveal their conviction 


history.   


 


The list below describes occupations that are known as the exceptions to the Rehabilitation of 


Offenders Act 1974. This is not an exhaustive list as some roles included in the list of exceptions 


obtain conviction information via other means. 


 


The Ministry of Justice has stated that organisations should not insist that a CRB check forms part of 


a recruitment exercise or bid when tendering for contracts, unless the services provided meet the 


criteria for an eligible CRB check as defined by the exceptions, as this would breach employment law.  


  


Please click on the links provided in the table to access the relevant legislative definitions.  These will 


help you to make eligibility determinations.  


 


Standard checks – To be eligible for a Standard level CRB check the position must be included in the 


Rehabilitation of Offenders Act (ROA) 1974 (Exceptions) Order 1975. 


 


Enhanced checks – To be eligible for an Enhanced level CRB check, the position must be included in 


both the ROA Exceptions Order and in Police Act Regulations. 


 


When a position involves working or the opportunity for contact with children, the definition of a child 


for the purposes of a CRB check is available on the Legislation.gov.uk website. 


 


When the position involves working or the opportunity for contact with vulnerable adults, the 


definition of a vulnerable adult for the purposes of a CRB check is available on the Legislation.gov.uk 


website. 


 


Using the eligibility reference codes 


The eligibility codes are used by CRB as a reference point only for dealing with enquiries about CRB 


check eligibility. If you are contacted to confirm eligibility for a position you must provide full details of 


the job role and explain how the relevant legislation supports the application for a CRB check. It is not 


sufficient to provide a category code without supporting evidence. 


 


Where to find further guidance  


If you are unsure about whether a position is eligible for a CRB check you should refer to any 


guidance provided for the job sector, consider obtaining legal advice or contact an organisation such 


as NACRO, Unlock or Apex Charitable Trust who can provide independent advice on the requirements 


to obtain criminal records checks.  


You can also contact the CRB for advice and guidance via email at customerservices@crb.gsi.gov.uk; 


please include the job specification and the roles and duties of the position.  



http://www.legislation.gov.uk/ukpga/2006/47/section/60

http://www.legislation.gov.uk/ukpga/2006/47/section/59

http://www.legislation.gov.uk/ukpga/2006/47/section/59

mailto:customerservices@crb.gsi.gov.uk
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Positions eligible for CRB checks 


Eligibility criteria Eligibility 


Code 


Any work which is defined as regulated activity relating to children within the meaning of  


www.legislation.gov.uk/ukpga/2006/47/schedule/4  
01 


Any work which is defined as regulated activity relating to vulnerable adults within the 


meaning of www.legislation.gov.uk/ukpga/2006/47/schedule/4  
02 


Any office or employment which is concerned with:  


a) the provision of care services to vulnerable adults 


b) the representation of, or advocacy services for, vulnerable adults by a service that has 


been approved by the Secretary of State or created under any enactment; and which 


is of such a kind as to enable a person, in the course of his normal duties, to have 


access to vulnerable adults in receipt of such services 


03 


Any work in a further education institution where the normal duties of that work involve 


regular contact with children 


04 


Any position which otherwise involves regularly caring for, training, supervising or being 


solely in charge of children 


05 


Any position which otherwise involves regularly caring for, training, supervising or being 


solely in charge of vulnerable adults  


06 


 


The following criteria refer to all professions that are included in the ROA Exceptions Order 1975 


Eligibility criteria Eligibility 


Code 


Medical Practitioner 07 


Barrister (in England and Wales), solicitor 08 


Chartered accountant, certified accountant 09 


Dentist, registered dental care professional 10 


Veterinary surgeon 11 


Nurse, midwife 12 


Optometrist, dispensing optician 13 


Registered Pharmacists & Registered Pharmacy Technicians 14 


Any profession to which the Health Professions Order 2001 applies and which is 


undertaken following registration under that Act 


15 


Registered osteopath 16 


Registered chiropractor 17 


Actuary 18 


Registered foreign lawyer   19 


Legal executive  20 


Receiver appointed by the Court of Protection  21 


 


The following criteria refer to all offices, employments and work that are included in the ROA 


Exceptions Order 1975 



http://www.legislation.gov.uk/ukpga/2006/47/schedule/4

http://www.legislation.gov.uk/ukpga/2006/47/schedule/4
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Eligibility criteria Eligibility 


Code 


Judicial appointment 22 


The Director of Public Prosecutions and any office or employment in the Crown 


Prosecution Service 


23 


Designated officers for: 


 magistrates’ courts 


 justices of the peace  


 local justice areas 


 justices’ clerks  


 assistants to justices’ clerks 


24 


Clerks (including deputy and assistant clerks) and officers of the High Court of 


Justiciary, the Court of Session and the district court, Sheriff’s clerks (including sheriff’s 


clerks’ deputy) and their clerks and assistants 


25 


Police constables or persons appointed as police cadets and persons employed for the 


purposes of assisting constables of a Police Force established under any enactment; 


naval, military and air force police 


26 


Any employment within the precincts of: 


 a prison 


 a remand centre 


 a removal centre 


 a short term holding facility 


 a detention centre 


 a Borstal institution  


 a young offenders institution 


 members of boards of visitors (England & Wales) 


27 


Traffic wardens 28 


Probation officers 29 


Any employment or other work which is concerned with the provision of health services 


and which is of such a kind as to enable the holder of that employment or the person 


engaged in that work to have access to persons in receipt of such services in the 


course of his normal duties 


30 


Financial Services position – This means all positions for which the Financial Services 


Authority or the competent authority for listings are entitled to ask exempted questions 


to fulfil their obligations under the Financial Services and Markets Act 2000 


31 


Those working within an Authorised Payment Institution as: 


 Directors and managers 


 Holders of qualifying holdings 


 Controllers of the Authorised Payment Institution 


31a 


Any occupation which is: 


 concerned with the management of a place in respect of which the approval of the 


Secretary of State is required by section 1 of the Abortion Act 1967; or, 


 carrying on a nursing home in England and Wales in respect of which registration is 


required by Section 187 of the Public Health Act 1936 or Section 14 of the Mental 


Health Act 


32 


Any employment in the Royal Society for the Prevention of Cruelty to Animals (the 33 
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Eligibility criteria Eligibility 


Code 


RSPCA) where the person employed or working who, as part of his duties, may carry out 


humane killing of animals 


Any office or employment or other work in the Serious Fraud Office 34 


Any office or employment in the Serious Organised Crime Agency (SOCA) 35 


The Commissioners for Her Majesty’s Revenue and Customs and any office or 


employment in their services 


The Director and any office or employment in the Revenue and Customs Prosecutions 


Office 


36 


Any employment which is concerned with the monitoring, for the purposes of child 


protection, of communications by means of the internet 


37 


An individual designated under section 2 of the Traffic Management Act 38 


Court Positions: 


 Judges’ clerks, secretaries and legal secretaries within the meaning of section 98 of 


the Supreme Court Act 1981(c) 


 Court officers and court contractors who, in the course of their work, have face to 


face contact with judges of the Supreme Court, or access to such judges’ lodgings  


 Persons who in the course of their work have regular access to personal 


information relating to an identified or identifiable member of the judiciary  


 Court officers and court contractors who, in the course of their work, attend either 


the Royal Courts of Justice or the Central Criminal Court  


 Court security officers and tribunal security officers 


 Court contractors who, in the course of their work, have unsupervised access to 


court-houses, offices and other accommodation used in relation to the courts 


 Contractors, sub-contractors, and any person acting under the authority of such a 


contractor or sub-contractor, who, in the course of their work, have unsupervised 


access to tribunal buildings, offices and other accommodation used in relation to 


tribunals 


 


The following persons: 


a) Court officers who execute county court warrants 


b) High Court enforcement officers 


c) Sheriffs and under-sheriffs 


d) Tipstaffs 


e) Any other persons who execute High Court writs or warrants who act under the 


authority of a person listed at (a) to (d) 


f) Persons who execute writs of sequestration                                        


g) Civilian enforcement officers as defined in section 125A of the Magistrates’ 


Courts Act 1980                                                                                    


h) Persons who are authorised to execute warrants under section 125B (1) of the 


Magistrates’ Courts Act 1980, and any other person (other than a constable) 


who is authorised to execute a warrant under section 125 (2) of the 1980 Act 


i) Persons who execute clamping orders, as defined in paragraph 38(2) of 


Schedule 5 of the Courts Act 2003(d)  


 


 the Official Solicitor and his deputy 


 Persons appointed to the office of Public Trustee or deputy Public Trustee, and 


39 
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Eligibility criteria Eligibility 


Code 


officers of the Public Trustee 


 Court officers and court contractors who exercise functions in connection with the 


administration and management of funds in court, including the deposit, payment, 


delivery and transfer in, into and out of any court of funds in court, and regulating 


the evidence of such deposit, payment, delivery or transfer, and court officers and 


court contractors who receive payment in pursuance of a conviction or order of a 


magistrates' court 


People working in the Department for Education or the Office for Standards in 


Education, Children’s Services and Skills (Ofsted) with access to sensitive or personal 


information about children or vulnerable adults 


40 


The Chairman, other members, and members of staff (including any person seconded 


to serve as a member of staff) of the Independent Safeguarding Authority (formally 


Independent Barring Board) 


48 


Staff working within the Office of the Public Guardian with access to data relating to 


children and vulnerable adults 


49 


The Commissioners for the Gambling Commission and any office or employment in 


their services 


50 


 


The following criteria refer to other activities which are included in the ROA Exceptions Order 1975 


Eligibility criteria Eligibility 


Code 


A person living at the premises where a childminding or day care service is provided or 


who regularly works on the premises at a time when the childminding takes place 


51 


A person living in the same household as a person whose suitability is being assessed for 


a position working with children and who lives on the same premises where their work 


with children would normally take place 


52 


For National Lottery licensing purposes 53 


For adoption purposes 54 


For foster caring purposes 55 


For the award of public works contracts, public supply contracts and public service 


contracts in accordance with Directive 2004/17/EC and 2004/18/EC of the European 


Parliament and of the Council of March 2004(a) 


56 


Football Stewards, supervisors or managers of football stewards 57 


Approved Legal Services Body Manager 58 


Those working for Alternative Business Structures as: 


 Head of Finance and Administration of a licensed body approved under schedule 11 


of the Legal Services Act 2007 


 Head of Legal Practice of a licensed body approved under schedule 11 of the Legal 


Services Act 2007 


58a 


The Commissioner for Older People in Wales, his deputy and any people appointed by the 


Commissioner, to assist him in the discharge of his functions or authorised to discharge 


his functions on his behalf 


59 


Any employment or other work which is normally carried out in premises approved under 


section 9 of the Criminal Justice and Court Services Act 2000 


60 
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Eligibility criteria Eligibility 


Code 


Any person who has applied to be granted membership of the Master Locksmiths 


Association 


61 


A regulated immigration adviser who provides immigration advice or immigration services 


under Section 82(1) of the Immigration & Asylum Act 1999(a). This also applies to 


persons who can act on behalf of and under the supervision of such a registered person. 


62 


 


The following criteria refer to licences that are included in schedule 2 of the ROA Exceptions Order 


1975. 


 Eligibility criteria Eligibility 


Code 


For the purpose of licensing hackney carriages or private hire vehicle drivers (Taxi driver 


licences) 


63 


For licences issued under Section 25 of the Children & Young Persons Act 1933 (This 


relates to persons under the age of 18 travelling abroad for the purpose of performing or 


being exhibited for profit) 


64 


For the purpose of licensing under Section 8 of the Private Security Industry Act 2001 65 


Any person or body required to obtain or retain a licence under regulation 5 of the Misuse 


of Drugs Regulations 2001 (a) or under article 3(2) of Regulation 2004/273/EC (b) or 


under article 6(1) of Regulations 2005/111/EC(c) 


66 


 


This document can be made available in a number of other language and formats, please contact the CRB on 0870 90 90 


811.  


The CRB and Disclosure logos are registered trademarks in the United Kingdom under numbers 2263661 and 2263664 


respectively. 
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Recruitment of Ex-offenders


As an organisation using the Criminal Records Bureau’s (CRB) Disclosure service to assess applicants’ suitability for positions of trust, M&DCVS complies fully with the CRB Code of Practice. M&DCVS undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other information revealed. All applicants will be treated fairly as part of our Equal Opportunities policy, which outlines our commitment to the fair treatment of staff, potential staff and service users, regardless of race, gender, religion, sexual orientation, responsibilities for dependents, age, physical/mental disability or offending background.


A Disclosure is only requested if it 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 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 M&DCVS and we guarantee that this information is only seen by those who need to see it as part of the recruitment process.

In exceptional circumstances, we may authorise the person selected to start work for an agreed period before the Disclosure is received.  However, they will not be able to work unsupervised with children, young people or vulnerable adults until a satisfactory Disclosure is received.


Unless the nature of the position allows M&DCVS 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 M&DCVS 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/or training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.


At interview we ensure that a 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 could lead to withdrawal of an offer of employment.


We make every subject of 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.



