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Soft Touch Arts Ltd

Recruitment of Ex-Offenders Policy

	Scope:


	The policy lays out how job applicants with criminal records will be treated.

	Applies to:


	· Recruitment and selection co-ordination & admin staff

· Recruitment and selection panels

· Job applicants

	To be used by:


	· Recruitment and selection co-ordination & admin staff

· Recruitment and selection panels

	Related documents:
	Equality and diversity policy; Recruitment and selection policy; Safeguarding policy; DBS checking process


______________________________________________________________________

Soft Touch Arts will not discriminate in favour of or against  anyone with a criminal record.  
Our Equality and Diversity Policy states that we are 'committed to promoting, valuing and managing equality and diversity in all aspects of our work. We do not tolerate discrimination on the basis of age, disability, gender, race, religion or belief, sexual orientation or any other form of discrimination'. 
Introduction

As an organisation using Disclosure and Barring Service (DBS) disclosures to assess the suitability of applicants for positions of employment undertakes to treat applicants for positions fairly, Soft Touch undertakes not to discriminate unfairly against any subject of a disclosure on the basis of conviction or other information revealed.  People with criminal records applying for jobs will be treated according to their merits.  We select all candidates for interview based on their skills, qualifications and experience.
However, we also have a legal duty to manage all employment matters in compliance with the Criminal Justice and Court Service Act 2000.  In accordance with this Act, should a person apply for a position of either paid, unpaid or voluntary work at Soft Touch, and at any stage in the employment process it is revealed to Soft Touch that the applicant is banned from working with children, young people or vulnerable adults, Soft Touch is obliged to inform the police.

Definitions

This policy applies to the recruitment of paid staff and to volunteer positions for which a selection process is operated.

Prospective employees

· Prospective employees are informed at the recruitment stage that they will be asked to undergo the DBS checking process.  As a company that employs people to work in positions of trust and in roles offering high levels of access to young and vulnerable people, Soft Touch requires all employees to undergo an enhanced disclosure checking process and this may reveal information about spent convictions as well as current convictions.

· Soft Touch encourages prospective employees to provide information about their criminal record at an early stage in the employment process: prospective employees are encouraged not to wait until DBS checks are carried out but to send in written information about convictions separately and confidentially (marked ‘confidential’) to Vince Attwood, the company’s safeguarding officer.  Alternatively, people may choose to discuss matters at the interview stage, but they are not obliged to do so.  If prospective employees prefer they can request a separate meeting with Vince Attwood to discuss these matters.
· Offers of employment will be made subject to receipt of an acceptable DBS check.

Current employees and freelance and sessional workers
Contracts of employment for current employees and letters or contracts for freelance and sessional workers require them to inform us immediately of any relevant information which will appear on their next DBS check (ie there is an requirement not to wait until the next DBS check to inform Soft Touch of any convictions of other information regarding criminal activity). As above, we request that information is sent marked ‘confidential’ to Vince Attwood.  

Consideration of information revealed

Soft Touch guarantees to facilitate an open and measured discussion with current and prospective employees in relation to any information that is revealed either by them directly or as a result of the DBS checking process.
Decisions about employment in relation to criminal activity are made in order to protect Soft Touch’s users and also to ensure that people with a criminal record are not themselves placed in a vulnerable position.  

When deciding whether to employ people with a criminal record Soft Touch will take the following into consideration:

· Whether the conviction or other matter revealed is relevant to the position in question;
· The seriousness of any offence or other matter revealed;
· The length of time since the offence or other matter occurred;
· Whether the applicant has a pattern of offending behaviour or other relevant matters;
· Whether the applicant’s circumstances have changed since the offending behaviour or the other relevant matters;
· The circumstances surrounding the offence or other matter and the explanation(s) offered by the employee or applicant.
After discussing convictions revealed Soft Touch may decide that an offence is of a nature which means a prospective or current employee is unsuitable to work with children/young people/vulnerable adults within the remit of Soft Touch’s work.  In the case of prospective employees conditional offers of employment will be withdrawn.  In the case of existing employees and regular sessional and freelance workers, information revealed on DBS checks which is relevant to safeguarding may result in dismissal. 
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