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FRODSHAM JUNIOR FOOTBALL CLUB

CRIMINAL RECORDS BUREAU

GENERAL GUIDANCE FOR CLUB VOLUNTEERS / OFFICIALS

1. BACKGROUND

From early 2002, the new Criminal Records Bureau (CRB) took on responsibility for undertaking criminal record checks. The CRB is a new executive agency of the Home Office. Its primary purpose is to help employers and voluntary organisations to make safer recruitment decisions and appointments.  By conducting checks and providing details of criminal records and other information, the CRB aims to help identify prospective candidates who may be unsuitable for certain work and positions, especially those involving contact with children or other vulnerable members of society. 

The CRB will act as a “one stop” service in providing information in the form of a “Disclosure” about prospective employees police records and records held by the Department of Health and the Department for Education and Skills. It will provide details of all criminal convictions that are recorded on the Police National Computer (PNC) throughout the United Kingdom. They are not currently able to conduct overseas enquiries.

2.  CODE OF PRACTICE
The main features of the CRB Code of Practice (which The Club must adhere to as a registered body) are as follows: -

· Fair Use of Disclosure Information
Organisations must have a written policy on the employment of ex-offenders. The Club aims to promote equality of opportunity for all and has an open-minded policy with regard to any volunteers becoming officially involved with the club with past convictions. At the same time children must be protected and a safe environment provided for all. The policy stresses that a criminal record will not necessarily stop a volunteer from becoming a registered official of the club and any decision made will be based on an objective assessment of the information contained within any disclosure. The club will

· consider any criminal record information, including its relevance to the role, its seriousness, when the offence or other matter took place, any pattern of offending behaviour, the applicants explanation and circumstances etc

· identify any risks to children.

Guidance on the club using people with criminal records is detailed in the clubs document  “Guidance on Volunteers / Club Officials with a Criminal Record”  

· Handling of Disclosure Information

The Club must have a written security policy on the handling of Disclosure information and a copy of the agreed policy for the club is attached. Disclosure information is sensitive information and must be treated with the utmost confidentiality. The security policy outlines the standards to be met in terms of storage and access, handling, usage, retention and disposal. It also specifies that all reasonable steps must be taken to ensure that the identity of the volunteer is confirmed. 

3.  DISCLOSURES
Disclosures are available for Club Officials / volunteers who in the course of their duties are:

· in positions that involve regular contact with children or vulnerable adults: or

· employed in one of the excepted professions Offices, Employments and Regulated Occupations as listed in the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. 

There are two main levels of check:

· Standard Disclosure

This level of check will be available for posts that involve regular contact with children or vulnerable adults. It will reveal details of spent and unspent convictions as well as cautions, warnings and reprimands held at a national level. If the job involves working with children, details of DfES and DoH checks will also be revealed. A copy of the check will be sent to the Club and the Official / Volunteer

· Enhanced Disclosure

This type of check is reserved for those positions that involve regularly caring for, supervising, training or being in sole charge of children or vulnerable adults. As well as the information contained in the Standard Disclosure, the Enhanced Disclosure may also contain non-conviction information from local police records. As with the Standard Disclosure a copy of the check will be sent to the club and the Official / Volunteer.

The Club has determined that any volunteer / official will be subject to a Standard disclosure.  

4. COST OF CHECKS
The CRB are self-financing and as such there is a standard charge per Disclosure.

 It has been agreed that the club will pay the fee.

There is no charge for Standard Disclosures in respect of volunteers. 

5.  COUNTERSIGNATORY FUNCTIONS 

Every request for a Disclosure will need to be signed by the volunteer / Club official and countersigned by an authorised person within the Club, (known as a “countersignatory”). Details are as follows:

· Lead Countersignatory 

The Child Protection Officer is the lead Countersignatory for the Club. The role is to act as the principal point of contact with the CRB on all matters connected with Disclosure and registration. This decision was reached as the CPO was deemed to be the most appropriate person.

· Individual Countersignatories 
Their role is to:

· Countersign Disclosure applications and receive Disclosures.

· Control the use of, access to and security of Disclosures.

· Confirm the details of the documentary evidence requested by the CRB, to establish the identity of the volunteer / official  applying for the Disclosure.

It should be noted that they have legal responsibilities in terms of who they are able to divulge Disclosure information to. Inappropriate disclosure of criminal record information could lead to personal criminal conviction. Due to the sensitivity of the information a Countersignatory has access to, the CRB will undertake an enhanced level Disclosure check on nominated individuals before they can be accepted.  

The club has agreed the following as Countersignatories

· Chairman

· Vice Chairman

· Secretary 

