POLICY ON THE RECRUITMENT AND EMPLOYMENT OF EX-OFFENDERS

Background
Central Foundation Boys’ School (CFBS) uses the Disclosure & Barring Service (DBS) to help assess
the suitability of applicants and volunteers for positions of trust. We do this in compliance with the
DBS’s code of practice that can be found on the internet at
https://www.gov.uk/government/organisations/disclosure-and-barring-service . This policy on the
recruitment of ex-offenders is made available to all applicants and volunteers to jobs that require a
Disclosure.
Policy
The code of practice requires us to treat all our job applicants and volunteers who have a criminal
record fairly and not to discriminate unfairly against staff and applicants on the basis of a criminal
record or other information revealed by a disclosure.
CFBS is committed to equality of opportunity for all staff. A diverse workforce benefits and adds
value to the services we provide. We will be proactive in removing barriers that deny equality to
people based on race, gender, disability, ethnic origin, religious beliefs, sexual orientation, age or
offending background. Having a criminal record will not necessarily bar you from working for CFBS.
This will depend upon the nature of the position you have applied for and the background of your
offences.
During the application process
When you apply for a job with CFBS you will be told if the job you are applying for is subject to a
criminal record check. If it is, you will be asked about any criminal record you may have. You should
include details of all cautions, reprimands, warnings and convictions. This information is kept
confidential and is only seen by those who need to see it as part of a recruitment process. We select
applicants for interview based upon their skills, experience and qualifications.
A failure to disclose a criminal record at the application stage will normally lead to the withdrawal of
any subsequent job offer.
If you are offered a job at CFBS
The job offer will be made subject to a criminal record and other checks such as references, medical
fitness for the post, proof of relevant qualifications and any other essential requirements for the
post.
In the starter pack you will also receive comprehensive guidance notes explaining how to fill in the
disclosure form. If, after reading the guidance, you have any questions please contact the school.
All employees involved in the recruitment process have been suitably trained to identify and assess
the relevance and circumstances of offences, or will seek appropriate advice before making a

decision. We also ensure that they have received appropriate guidance and training in the relevant
legislation to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.
In the event of the successful candidate having a criminal record, the candidate will have the
opportunity of discussing the disclosure with a service manager. As a minimum, the following will be
taken into account when deciding whether to confirm the appointment:
•
•
•
•
•
•

Whether the conviction or information was disclosed during the application stage;
Whether the conviction or information revealed is relevant to the job;
How long ago the offence(s) took place;
The candidate’s age at the time of the offence(s);
The number and pattern of offences;
Any other relevant circumstances.

All staff in a position to make recruitment decisions are trained to identify and assess the relevance
and circumstances surrounding a criminal record or will seek appropriate advice before making a
decision. No decision will be made until your explanation and the above issues have been
considered.
Appeal
You should appeal to the DBS if you believe that the disclosure information is not accurate.
CFBS will decide whether the nature of the inaccuracy is such that a decision on whether to appoint
should be postponed until the appeal is completed.
Policy on handling disclosure information
All disclosure information is kept securely and will only be seen by those who need to use it to carry
out their duties. After a period of six months, it is securely disposed of. The disclosure forms are
never kept on personal files.
CFBS uses the HR@Islington to undertake its DBS checks. HR@Islington has a policy statement on
the secure storage, handling, use, retention and disposal of Disclosures and Disclosure information
which is available from the Personnel Department on request.

