Safeguarding of Vulnerable Persons Policy Protocol 1

Protocol 1 - Administration and Procedure of Safeguarding Control; Recruitment.
1.1   Safeguarding in staff recruitment 

CRB checks 
There will not be a need to continuously review the CRB status if individuals in post in Aberystwyth University who are already have been CRB checked. New employees where it is felt appropriate will be subject to a CRB check. The reasons for deciding whether or not a CRB check is necessary should be recorded.

New posts should be reviewed at the stage of preparing the job description. 

A CRB check should be initiated by the Head of department in consultation with the respective DVO and will be required if either of the following criteria apply:
I. The main, or a substantial part of, the duties of the post  or course of study  (undergraduate or postgraduate or research activity) require direct contact with vulnerable persons once a month or more frequently, 3 or more occasions over a period of 30 days or overnight i.e. between 2-6 a.m.

II. The main, or a substantial part of, the duties of the post include organisation and administration of programmes or activities with vulnerable persons even if the post holder will not normally come into direct contact with vulnerable persons.
The checklist below outlines steps which should be taken at different stages of the recruitment process. 

	Preparing the job description


	Analyse the requirements in conjunction if necessary with a DVO or PVO of the post in relation to contact with vulnerable persons. See attached Recruitment KEY document Appendix 3


	
	Ensure that the person specification reflects the skills and qualities necessary to work with vulnerable persons. 



	
	Determine whether the post constitutes a  ‘regulated position’ under the Criminal Justice and Court Services Act 2000.
 and Safeguarding Vulnerable Groups Act 2006  


	Publicity
	Job advertisements and information to candidates should make it clear if the post requires contact with vulnerable persons.

 

	
	Information to candidates should make it clear if a CRB check is required.



	Identification and qualifications 
	Ensure that the candidate is asked to provide original certificates of qualifications and photographic personal ID.



	Interview
	Where a job requires contact with vulnerable persons, consider asking questions to demonstrate the candidate’s understanding of child protection and working with vulnerable persons.



	References
	Where roles involve contact with vulnerable persons, references sought should specifically ask whether the referee knows of any reason why the individual is not appropriate to work with vulnerable persons. This is in line with DCSF recommended recruitment procedures.

	Successful applicants
	Successful applicants should be informed that any job offer is dependent on satisfactory references and a satisfactory CRB check.


	CRB disclosures
	If a CRB check reveals a conviction, caution or any other information, the chair of the interview panel should meet with a DVO or PVO to determine whether the offer of the post should be withdrawn.  Reasons for the decision should be recorded. 



	Review of CRB checks
	Where a post is subject to a CRB check , the CRB may be renewed every two years


1.2. Conferences and events held on University premises 

Some conferences and events held on the University campus may involve vulnerable persons.  While it is acknowledged that it is the responsibility of the organisation running the conference/event to care for individuals attending the conference/event and have the appropriate safeguarding measures in place, e.g. appropriate staff-to-children ratios, be CRB checked if required, Management for that activity will be responsible for asking the conference organiser to provide a copy of their Child Protection/Safeguarding Policy and CRB policy prior to the booking being taken. If the organisation is unable to provide such a policy a Designated Verification Officer (DVO) can provide basic guidance on this matter to the conference/event organiser. In these circumstances it is required that the conference/event organiser is asked to comply with the University’s Safeguarding Policy. 

1.3 External contractors

Occasionally the University engages external contractors to undertake work. This can range from individual freelance workers to larger companies. Depending on the nature of the work and/or the likely contact with children and/or vulnerable persons, the University (DVO) will assess whether CRB checks would be appropriate and what information the contractors will need in relation to the Safeguarding Policy. In some cases this may include gaining confirmation from the contractor (as a condition of the contract) that staff have successfully completed a CRB disclosure check.

Where the purchase of goods/services is not processed via the University Procurement Office it will be the responsibility of the individual Department to establish whether the contractor is likely to have any contact with vulnerable persons. Where such contact is likely the Department should contact a DVO or PVO who will advise whether a CRB check is required. Where the purchase is processed via the Procurement Office, information regarding whether a CRB disclosure check is required will be raised via the New Supplier Form and will be inserted in to the Conditions of Purchase where appropriate. A DVO should be contacted for guidance where required. A similar vetting procedure will be implemented for the engagement of Estates contractors.

1.4. Casual workers and volunteers

If casual workers or volunteers are engaged to undertake duties that will involve contact with vulnerable persons the member of staff responsible for engaging the casual worker/volunteer will be responsible for ensuring the individual(s) is/are made aware of the Safeguarding Policy and Procedures and understand their responsibilities under these documents. Casual workers/volunteers working with vulnerable persons will be required to undergo a CRB Disclosure check.
1.5 Details on Procedure
See appendix  2 
1.6 Quick guide Key to determine CRB disclosure check requirement
              See appendix 3
Appendix 1:-

Roles and Responsibilities-
 The Registrar has overall responsibility for the use of CRB checks in the University. 

As of 8th November 2010
a) The Safeguarding Working Group 
 The Safeguarding Working Group is appointed by the Registrar and Secretary and will include counter signatories.
b) The Designated Verification Officers (DVOs)

are the Director of Human Resources and Director of Recruitment and Admissions.  
c) The Designated Reporting Officer (DRO) 

is the Director of Student Support.
Appendix 2

Procedure for CRB  
Lead and Counter Signatories
The lead signatory for the University is the Registrar.
The counter signatories are the Director of Human Resources, Head of Recruitment and Admissions and two others. These post-holders are registered with the CRB to countersign applications and receive the Disclosures. 

It is the responsibility of each Head of Department in the University to identify all new and any existing posts that will have a CRB check as a requirement. Heads of Departments will have guidance provided by the DVO Staff to help in the identification of all staff posts, including Postgraduates who undertake regulated and controlled activity as part of their role or in a voluntary capacity through Aberystwyth University.  This designation should be included as part of the staffing request process.  

Payment for such checks and registrations in the case of Staff will be made by the respective department. Students will be required to fund CRB check themselves. Where roles involve contact with children or vulnerable adults (Vulnerable Groups), references sought should specifically ask whether the referee knows of any reason why the individual is not appropriate to work with Vulnerable Groups.
It is the responsibility of Heads of Departments to identify all courses involving compulsory elements which involve contact with children and/or vulnerable adults, which meet the requirements for a CRB check. This should be carried out as a part of the normal admissions process. The relevant Schools and other outside agencies should then be provided with confirmation of appropriate CRB checks.

DVO or their deputy in HR are responsible for undertaking the CRB check  process on staff and the DVO in Admissions or their deputy  are responsible for undertaking the CRB checks on students. This is done by ensuring that applicants are aware that it is a requirement for the post/role/place (for which has been designated as requiring a CRB check) and if necessary completes a CRB form. The DVO (a counter signatory) must ensure that the process is in place to ensure that the person’s documents have been checked at a face to face meeting with a designated member of their team. The person’s identity will be checked at this meeting. 
Information to candidates applying for a post subject to CRB clearance
That a post requires the post holder to have a CRB check will be pointed out to potential applicants in job advertisements, job particulars, role descriptors and offer letters. 
Processing Applicants’ Documentation
1. The Human Resources Department will issue a CRB form to the successful candidate for a post which requires the post-holder to have a CRB check. An authorised person in the HR Team will ensure that the form has been completed and relevant documentation checked in accordance with the Completion of CRB  Forms Guidance (see link on CRB website for information) 
2. The relevant department for student ambassadors, students, mentors etc. will issue a CRB form to the successful candidate if he/she is not already registered for a post which requires the post-holder to have a CRB check. A person authorised by the appropriate DVO will ensure that the form has been completed and relevant documentation checked in accordance with the Completion of CRB Form Guidance.
3. If a person appointed to a post for which a CRB clearance has not been received, the line manager will be informed so that a risk assessment can be undertaken and appropriate supervision put in place, if necessary.

4. The appropriate DVO will discuss with the Registrar and Secretary information provided on a Disclosure that may mean that the offer of employment has to be withdrawn. In this situation the Disclosure information will be fully discussed with the applicant before withdrawing the offer of employment.  

Storage and Handling of Documents
Storage and Access

Disclosure information will not be kept on an employee’s file but will be kept separately and securely, in lockable, non-portable storage containers, access to which will be strictly controlled and limited to those who are entitled to see the information as part of their duties.
Handling
In accordance with section 124 of the Police Act 1997, disclosure information is only passed to those entitled to see it in the course of their duties. This includes the authorised signatory and authorised members of the Human Resources Team.

Usage
Disclosure information is only used for the specific purpose for which it was requested and for which the applicant’s full consent has been given. 

Retention

Once a recruitment decision had been made, disclosure information is not kept for longer than is necessary. This is generally for a period up to six months to allow for the consideration and resolution of any disputes or complaints. If, in exceptional circumstances it is considered necessary to keep the disclosure information for longer than six months the University will consult the CRB and give full consideration to the Data Protection legislation and the rights of the individual before so doing. Throughout this time the above conditions regarding safe storage and controlled access will prevail.
Disposal 

Once the retention period has elapsed, the University will ensure that any disclosure information is destroyed by secure means. Whilst awaiting destruction disclosure information will be kept securely.   The disclosure information will not be photocopied nor will any other image of the documentation be retained.  Notwithstanding the above, the appropriate DVO may keep a record of the contents of the disclosure, the name of the subject, the unique reference number and the details of the recruitment decision taken.

Appendix 3                                                 KEY to determine CRB check is required 












                                                           

Original Proposed Structure 1









Is the post holder going to be working with vulnerable persons 


once a month or more, or 


on 3 or more occasions over a period of 30 days or 


overnight i.e. between 2- 6 am








Is the post holder going to be working with vulnerable persons or have access to sensitive information? or lecture or instruct 16/17 year olds in mixed age groups 








Yes





Either





No





Yes





The post holder is going to be required to undergo a CRB check  








Yes





No





3) Contact your DVO to arrange CRB checks 





1) Take no further action- no Check  required





Does the job description and person specification – clearly define the role, the tasks and skills needed and the type of person most suited to the post.  





Have you allowed the correct  length of time for recruitment to allow for advertisements to be placed, for taking up references, for undertaking Disclosure checks if necessary and (from November 2010) to check their status with the CRB  if necessary before work is started and before confirming in post.








3. RESPONSIBILITY


Overall Organisational Responsibility - University Registrar 








Health  & Safety Committee


 Police


Ceredigion  County contact centre





Reports to 





3 (B) 


Designated Reporting Officer (DRO)


Safeguarding of vulnerable persons and Reporting (Whistle blowing)





3A  Designated Verification Officer Staff(DVO)– Verification of  students working with vulnerable persons





3ADesignated Verification Officer Students (DVO) Verification of staff working with vulnerable persons





Programme Verification Officer(PVO) Administration of system





Staff or students report concerns regarding Vulnerable persons





Programme Verification Officer (PVO) Administration of system





Programme Verification Officer/s (PVO) Administration of system





Programme Verification Officer(PVO) Administration of system











� See Section 36 Meaning of Regulated Position  � HYPERLINK "http://www.opsi.gov.uk/Acts/acts2000/ukpga_20000043_en_1" ��http://www.opsi.gov.uk/Acts/acts2000/ukpga_20000043_en_1�
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