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Policy on Recruitment and Ex-Offenders

The purpose of this policy is to ensure consistent and fair practices are implemented for
the recruitment of staff or volunteers with criminal record to paid/unpaid posts where
there is access to children and/or vulnerable adults within Green Routes.

Green Routes undertakes to treat all applicants for positions within the organisation fairly
and not to discriminate unfairly against the subject of a disclosure on the basis of
conviction or other information revealed.

Having a criminal record will not necessarily de-bar an individual from
working/volunteering with children and/or vulnerable adults within this organisation. Only
convictions or conviction information that is deemed relevant to the position applied for
will result in an applicant not being granted the position.

This organisation implements a fair recruitment policy that ensures individuals have the
opportunity to disclose any convictions or conviction information in a way that allows for
a clear risk assessment to be carried out that will determine whether or not the
conviction or conviction information is relevant to the position applied for.

To ensure the correct applicant is appointed and to enable Green Routes to determine
the relevance of any convictions or conviction information to positions applied for it will
use the following recruitment tools:

Application Form / Volunteer Registration Form
Self-Declaration Form References

Interviews

PVG ( see below)

As part of Green Routes recruitment policy we require a Protection of Vulnerable Groups
( Scotland ) Act 2007 disclosure record ( PVG ) when a position has been offered.

Under the Rehabilitation of Offenders Act 1974, ex-offenders have the right not to reveal
spent convictions. However, additional legislation (the Exclusions and Exceptions
(Scotland) Act 2003) allows for employers to ask for an applicant to detail their full
criminal record history. One of the positions listed in the Exclusions and Exceptions

Doc Ref: Recruitment of Ex-Offenders Version 8 Date 28" November, 2022
Page 1 of 3

Registered Charity SC 039334  Company Limited by Guarantee SC 337234



A@
Ak

Aydy
iGreen Routes

www.greenroutes.org.uk

(Scotland) Order 2003 is a child care position. The definition of a child care position is
defined in Schedule 2 of the Protection of Children (Scotland) Act 2003 (PoCSA).

All Applications :  All applicants are required to complete an application form / volunteer

registration form, self-declaration form, interview and give details of 2 referees.

Self-Declaration Forms: Self-Declaration Forms will be viewed by the Interview Panel

before interview to determine the relevance of any disclosed information to the position
applied for.

When assessing the relevance of any convictions or conviction information the Interview
Panel / Lead Signatory / Additional Signatory / Board of Trustees * will look at the
following information:

¢ Whether the conviction is relevant to the position being offered
e The seriousness of the offence revealed.

e The length of time since the offence took place

o Whether the applicant has a pattern of offending behaviour

o Whether the applicant’s circumstances have changed since offending took place

e How the individual completed their sentence to move forward and stop the
offending behaviour

Should the Interview Panel/Lead Signatory/Additional Signhatory/Board of Trustees *
decide that the information is relevant to the post the applicant will be deemed to have
been unsuccessful and this information will be fed back to the applicant by letter.

For applicants who have disclosed convictions or conviction information that is not
deemed to be relevant to the post an interview will take place.

At interview we will ensure that open, measured and relevant discussions can take place
on the subject of any disclosed offences.

Failure to reveal information on the Self-Declaration Form or at interview that is directly
relevant to the position sought will lead to the withdrawal of the offer of paid/unpaid work.
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The appropriate level of PVG will be accessed once the applicant has successfully
completed the interview and the paid/unpaid position has been offered.

Should the returned PVG disclose more offences, more serious offences or relevant
non-conviction information than previously disclosed by the applicant this could lead to
the withdrawal of offer of employment/volunteer post. This will be a decision for the
Interview Panel/Lead Signatory/Additional Signatory/Board of Trustees to make.

However should the PVG for a position working with children and/or vulnerable adults
reveal that the applicant is Fully Listed on the Disqualified from Working with Children’s
List under no circumstances will the applicant be offered or entitled to work/volunteer in
a position for Green Routes

All PVGs accessed for successful applicants will be stored for a maximum of 6 months
by the Development Manager in accordance with the Data Protection Act 1998.

Date/signature as adopted by Board of Trustees: 17/07/2008

Date/signature as reviewed by Board of Trustees: 30/11/2022
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