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	1
	Purpose

	
	Applies to checks that need to be made as part of the recruitment process where an applicant wishes to work in social care or where they will have access to confidential information on young people.
To provide the company with evidence that the applicant has no criminal convictions whilst living or working abroad whether they are British Citizens or Nationals from other countries.  The CRB does not provide information from all foreign police forces and therefore the CRB Enhanced Disclosure on its own would not be a full representation of an applicant’s police record.

	2
	Scope

	
	For all potential employees who have worked and/or lived abroad.

	3
	References

	
	None

	4
	Definitions

	
	None

	5
	Action

	
	
	
	
	Person Responsible

	
	5.1 
	Applicants who have lived abroad
If the applicant has lived abroad in the past five years it would be reasonable that they are asked to tell you the countries they have lived in on the relevant section of the CRB application form.  Indeed it is a company requirement that they do so that relevant checks can be made to ensure that they have not committed offences, or ‘acts’ whilst abroad that may preclude them from looking after children in care.
The CRB has reciprocal arrangements with some countries that allow it to check on the criminal history of those who have lived there.  Where there is no such arrangement, you should request extra evidence of people’s suitability for the post if they do not have a continuous history of living in this country.  The types of evidence you will require depends on someone’s history and what they can supply to demonstrate their suitability. 
You should be mindful of the level of evidence required by people who are resident here to demonstrate suitability for the position and strive to gain as much evidence from those who have lived abroad. 
	
	

	
	5.2 
	Certificates of Good Conduct 
A Certificate of Good Conduct or Police Certificate is the most common form of evidence where people have lived abroad and they are applying for positions with social care providers.  This should be obtained from the embassy of the country in which they have lived, accompanied where necessary by a certified translation into English.  There needs to be a Certificate of Good Conduct from every country in which a person has resided.
It is not usually appropriate to require such a certificate where:
· a person is a refugee 
· a person is a UK resident who has been working or travelling abroad, for example on a gap year
· a person has travelled extensively and has not remained in any country for sufficient time to establish a history 
Where you cannot obtain a certificate, you must consider what other information is available. These might include: 
· a reference from someone of standing in the country in which they lived, such as a doctor or lawyer
· employer references, particularly those relating to children’s social care
· evidence to support any work permit
	
	

	
	5.3 
	Making the Decision
Where you are not able to obtain a Certificate of Good Conduct, your organisations decision maker must consider all of the information available prior to making a decision.  If there is sufficient information available, you may decide to appoint although you need to ensure that you have received all other relevant information such as CRB checks.  In making the decision you should consider how long a person has been in this country; a few years may provide sufficient information, but if it was only a few months it is unlikely you will have sufficient background information to make a suitability decision.
If you do not think you have sufficient information relating to the applicant you should ask the applicant for any other information to support their application. If none is forthcoming you should consider not appointing the person, as the applicant is unable to demonstrate their suitability. 
	
	

	
	5.4 
	Right to Work in the United Kingdom
If in the course of checking the applicant’s identification documents you see evidence which suggests that the person may not be entitled to work in this country, you must not ignore it.  You should ask the person to confirm that they now have the right to work here, for example through a letter from the immigration authorities.  If they cannot provide any such evidence, you should consider whether to appoint the person or not.  
For example the applicant may be in the process of applying for permission to work in the UK.  You may wish to seek legal advice on this matter.  However, if you have any concerns regarding an applicant’s identification documents in relation to their right to work in the United Kingdom, you should advise the applicant to contact the UK Border Agency for further advice.  The UK Border Agency’s contact details are:
Helpline: 0300 123 4699
Email: Employerchecking@ukba.gsi.gov.uk
Website: http://www.ukbahomeoffice.gov.uk/
	
	

	
	5.5 
	If you require further guidance on this matter please contact the Human Resources Manager.
	
	



	6
	Documentation

	
	None






This procedure/guidance/policy is reviewed by the Management Team or their delegate in consultation with staff, where appropriate, following changes in legislation, good practice guidelines or as is deemed appropriate.

Staff are invited to comment and any recommendations for change/improvement should be in writing to the Senior Admin Officer at the Business Centre who will liaise with the Senior Manager who has authorised release of this document – see control box, front sheet.
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