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Guidelines for disclosure of criminal convictions


Commitment to fair selection

Common Youth is committed to fair and equal treatment of all applicants.  We will not discriminate on the grounds of sex, religion, disability etc. or by virtue of the applicant having a criminal conviction. With regard to the latter, a person’s criminal record will be considered in the context of their overall application, the nature of the offence and the responsibility of employers for the care of other employees.

Disclosure of conviction form

On the Disclosure of Conviction Form, you are asked to confirm whether or not you have a criminal conviction(s).  It is important to answer this question honestly. Please note that failure to disclose a conviction could result in the withdrawal of an offer or termination of employment, if appointed.  

Statement of disclosure

If you have ticked ‘yes’ on the Disclosure Form, in order to make an informed decision on the relevance of the conviction to the post you are applying for, we would ask you to complete a short Statement of Disclosure. Put the completed Statement of Disclosure in a sealed envelope marked ‘Private and Confidential’ and include with your Application Form.

If you are not shortlisted, the envelope will remain sealed and will be returned to you unopened.  However, if your application meets the essential criteria for the job, we will open the sealed envelope and assess the relevancy of any convictions.  If you are then successful in being short-listed for an interview we will then discuss any concerns that need to be clarified at that stage.

The statement should be short and factual and should provide the following information:

· information about the conviction(s)

· when it was

· how it was dealt with

· an explanation of the circumstances at the time

· what you have learned from the experience

· your current personal and professional circumstances.

Additional advice and information

If you require additional advice or information on disclosing convictions contact:

NIACRO (Northern Ireland Association for the Care and Resettlement of Offenders) Tel: 028 9032 0157

Thank you for your co-operation in this matter

X 
Disclosure form

STRICTLY CONFIDENTIAL

By virtue of the Rehabilitation of Offenders [Exceptions] Order (Northern Ireland), 1979, and because of the nature of the work for which you are applying, this post is considered exempt from the provisions of Article 2(4)(2) of the Rehabilitation of Offenders (Northern Ireland) Order, 1978. Accordingly, you are not entitled to withhold information about convictions that would otherwise be considered ‘spent’ under the 1978 order. This post will be subject to security vetting.

This means that all convictions, including those normally considered ‘spent’ must be disclosed. We understand that this may be a sensitive matter any information you provide will be treated in the strictest confidence and considered fairly, taking into account the nature of the role and the context of the offence
Convictions: Unprejudiced consideration will be given to candidates who declare criminal conviction(s), unless their offence is clearly incompatible with the work in question. Please delete as appropriate.

1. Have you ever been convicted of a criminal offence?
YES/NO

2. Are there any cases pending against you?


YES/NO

If you have answered YES to any of the above questions please provide details on the Statement of Disclosure Form provided, place the Form in a sealed envelope marked ‘Private and Confidential’ and include with the Application Form.
X 
Statement of disclosure

Unprejudiced consideration will be given to candidates who declare criminal conviction(s), unless their offence is clearly incompatible with the work in question.

1. Please give details regarding any convictions currently held:

	Conviction
	Type of sentence
	Date

	
	
	


3. Please use the space below to provide any further information you feel is relevant. This may include a description of your circumstances at the time or why an employer should disregard the conviction, etc.

Please continue on a separate sheet if necessary.  No more than one side of an A4 sheet.
Statement of Disclosure

I confirm that, to the best of my knowledge, the information provided is true and complete. I understand that any false declaration may affect my application or employment status.
Signed _________________________________________ 
Date________________

Name (please print)_________________________________________________

