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Action for Sick Children (Scotland)

Policy on the Use of Disclosure Information in the Recruitment of Staff and Volunteers

Action for Sick Children (Scotland) is committed to the Code of Practice for Registered Persons and Other Recipients of Disclosure Information, published by Scottish Ministers under Section 122 of the Police Act (1997). Action for Sick Children (Scotland) complies with the principles and practices enshrined in the Code regarding the use of Disclosure information in the recruitment and selection of staff and volunteers.  In accordance with its Equal Opportunities statement, Action for Sick Children (Scotland) undertakes to treat all applicants fairly and not to discriminate unfairly against the subject of a Disclosure on the basis of conviction or other information revealed.
Recruitment of Offenders

Having a criminal record will not necessarily debar applicants for staff and volunteer posts. Any decision will depend upon the position, and on the circumstances and background to the offence(s).  On receipt of a Disclosure, Action for Sick Children (Scotland) will take into account:

· the relevance of the conviction to the role

· the gravity of the offence

· the time elapsed since the offence

· whether the applicant is fully listed on a ‘Disqualified List’

· any pattern of offending behaviour

· the applicant’s circumstances and/or whether they have changed since the offence

Equality and Diversity

Action for Sick Children (Scotland) is committed to providing opportunities that are free from unlawful discrimination.  No applicant (staff or volunteer) will be subject to less favourable treatment or will be disadvantaged by any grounds or condition which cannot be shown to be relevant to performance. Action for Sick Children (Scotland)’s Equal Opportunities Policy statement is available on request.
Levels of Disclosure Required

Action for Sick Children (Scotland) will review regularly the level of Disclosure required for staff and volunteer roles, requesting an enhanced disclosure only where considered relevant to a particular position.  All recruitment information makes clear that a certain level of Disclosure will be requested in the event of the individual being offered that staff or volunteer role.

Handling of Disclosure Form

All Disclosure information is treated in the strictest confidence throughout the recruitment process.  This information will only be seen by those who need to see it as part of the recruitment process.  Otherwise only those designated to have access to the Disclosure information will see it and they will advise selectors accordingly.

Selection 

Our selection process aims to be fair and objective, matching candidates against objective criteria.  Action for Sick Children (Scotland) will only ask about convictions defined as ‘unspent’ in terms of the Rehabilitation of Offenders Act (1974) where it is appropriate to do so, unless the position is such that it is necessary to ask about an individual’s entire criminal record.  The selection of candidates for interview and decisions on appointment are based, objectively, on the skills, qualifications and experience needed for the post.  
Discussion with Individual

An open discussion will take place on the subject of any matters considered relevant for the position concerned.  Action for Sick Children (Scotland) undertakes to discuss any matter revealed in a Disclosure with the subject of that Disclosure before withdrawing a conditional offer.  In order to deal with a situation whereby information regarding offences is disclosed, ASC(S) will ensure that instruction is provided to enable appropriate assessment of the relevance and circumstances of the offence(s).  Staff designated to assess Disclosure information will also be familiar with relevant information regarding the employment of ex-offenders.

Availability of Codes of Practice

A copy of the Code of Practice for Registered Persons and Other Recipients of Disclosure Information published by Scottish Ministers is available on Request.  ASC(S)’ Policy on the Secure Handling, Use, Storage and Retention of Disclosure Information is also available on request. 
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