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Barking & Dagenham College




Tel: 020 80-90 3020 ext 7075/7069

e-mail: humanresources@barkingdagenhamcollege.ac.uk

Dear Sir or Madam

Thank you for your interest in the post of ILR Compliance Officer in the Directorate of Planning & Performance.
I enclose further information about this position. This should be returned to the Human Resources Department by Friday 10 September. The details you provide in the "Supporting Statement" section of the form contribute significantly to the process of shortlisting and we would therefore encourage you to complete this as comprehensively as possible, with specific reference to the requirements of the job description and person specification provided. May I remind you that CV's alone are not acceptable.

It would be appreciated if you would also complete the enclosed equal opportunities monitoring sheet to assist us in the evaluation and development of our recruitment practices. As disabled people are underrepresented within Barking & Dagenham College, we are offering all suitably qualified applicants, who have a disability, an interview.

Interviews for this post will take place on Wednesday 22 September 2010.
Please note that having a criminal record will not necessarily be a bar to obtaining a position at the College, (further information is available in the enclosed CRB checks policy).

May I wish you every success in your application for this post.

Yours faithfully

Lauren Izatt

Human Resources Assistant

Enclosures:
Application Form



Equal Opportunities statement and monitoring sheet



Conditions of Service



Job Information Pack



CRB Checks Policy

Revised Conditions of Service

The duties for the post of ILR Compliance Officer are outlined in the enclosed job description. The conditions of employment for this post are summarised below. There will be a further opportunity to discuss these if you are invited for interview. 
Hours of Work

The hours of work for this post will not normally exceed 36 hours per week.

Salary

This post has been evaluated on Scale F of the Business Support Staff Scale, Points 19 to 21. This currently equates to £23,202 to £24,609 per annum plus £1,806 London Weighting. Please note that if you are appointed your salary will be based on a match to your current salary (or your highest salary within the last 18 months) up to the maximum stated above (evidence of this will be required in the form of an up-to-date payslip).

Salaries are paid monthly on the 25th of every month or the last working day prior to the 25th if the 25th falls on a weekend or bank holiday. The only exception to this is for the December payment, which will be on an earlier date that will be notified to you on an annual basis. Payment will be made direct into a bank/building society account. You will need to provide details of your branch, account number and sort code before payment can be made to you.

Annual Leave

25 days per annum, and all Bank and Public Holidays normally observed in England and Wales. The College also shuts for an additional 5 efficiency closure days plus 3 statutory days which the Principal will set at the beginning of the academic year. Although every effort will be made to meet requirements for Annual Leave, service demands will take preference. All leave is subject to an efficient service being maintained and specific restrictions may apply.

Pension Scheme – Local Government Pension Scheme

If you are aged between 16 and 65 years old you are eligible to join the Local Government Pension Scheme. Contributions vary between 5.50% and 7.50% depending on salary for Employees before tax is deducted and the College currently contributes a further 14.5%. All eligible employees will have to elect to be brought into the Scheme, and a contribution, dependent on full time equivalent annual salary, is deducted from salary prior to tax. Additional voluntary contributions can be arranged via AVCs or Added Years. Applicants must make a decision whether to contribute or not - deductions will be made automatically if no election is made. You may only apply for a refund within the first three months of employment
Probationary Period

Appointment will be subject to a probationary period of six months in the first instance.

Staff Development

As part of the Contract of Employment, all appointees will be required to attend staff development events and take part in the College’s Performance Management and Appraisal scheme.

Pre-Employment Checks

Eligibility to Work in the United Kingdom

You will be required to provide evidence of your eligibility to work in the United Kingdom if you are shortlisted for interview, or you will need to declare that you require Sponsorship to work in the United Kingdom.

References

All appointments are made subject to references, which are satisfactory to the College.

Health Screening

All appointments are made subject to medical clearance. The successful candidate will be required to complete a medical questionnaire, which is sent to the College's Occupational Health Adviser. (Currently Haringey Council).

Criminal Background Checks/Independent Safeguarding Authority Registration

The successful candidate will need to register with the Independent Safeguarding Authority prior to commencing employment at Barking & Dagenham College. Please note that there is a charge for this registration, which you will be liable for. Full details can be obtained at http://www.isa-gov.org.uk/ The ISA Registration will include a full Criminal Records Bureau Check.

JOB DESCRIPTION

	Name:



	Supervising Officer:

Andrew Grimes



	Grade: 
F

	Designation: 


CIS Planning and Funding Manager


	Designation: 
ILR Compliance Officer – ER
	Date of Job Description: 
May 2009


	Section: 
CIS
	Faculty: 
Planning and Performance




	Purpose of the Job



	To act as a single point of contact for all Employer Responsive (ER) student record data returns to external agencies. To ensure systems and controls are in place in place to comply with the contractual obligations and internal operational requirements. To ensure the integrity of data, to take corrective actions and to ensure audit requirements are satisfied accordingly.




	1.


	Main activities

	1.1
	To act as a single point of contact for all ER student record data returns. This includes data returns to be submitted in accordance with the timetables set by external bodies.

	1.2
	To ensure systems are in place in place to comply with the external and internal operational requirements. 

	1.3
	To ensure controls are in place in place to comply with the contractual obligations and internal operational requirements. This involves analysing and interpreting external audit reports such as DSAT as well as specifying internal audit reports.

	1.4
	To manage CIS matters regarding data compliance. This includes attendance, withdrawals, transfers completions and achievements. 

	1.4
	To contribute to the annual review of data collection and efficient system to ensure the integrity of data collection. This also involves monitoring changes by the funding bodies.

	1.5
	To liaise with CIS Student Admin Manager to ensure all data validation routines are established and working effectively.

	1.6
	To manage a system of monthly sign-off with college managers to ensure that the data supports external returns. To prepare regular statistical returns to monitor performance against contract profile. 

	1.7
	To ensure that all funding that is due to the college is accurately reflected in the data returns. This will include ensuring that Heads of School and other college managers undertake appropriate checks before data sign off and liaising with the Student Admin Manager to ensure that all examination results data is entered and complete. 

	1.8
	To provide professional advice to college managers that will enable them to satisfy all CIS data compliance requirements. 

	1.9
	To represent the college at the internal and external forums connected with the data return systems.

	1.10
	To provide ad-hoc reports are required.

	1.11
	To work closely with CIS Compliance Officer – LR and HE and provide cover as required.

	1.12
	To liaise with employers, partners and students to ensure correct completion and timely return of external data.

	
	

	2.
	Training


	2.1
	Provide ongoing training and guidance to staff on student record data validation issues and compliance matters.

	
	

	3.
	General


	3.1
	Comply with all College policies, including the Policy to Promote Equality of Opportunity.

	3.2
	Participate in Performance Management and Professional Development.

	3.3
	Keep up-to-date with developments connected with his/her duties.

	3.4
	Be conversant with and use information technology equipment available within the CIS section

	3.5
	Comply with the Data Protection Act.

	3.6
	You will be required to work occasional evenings especially during peak enrolment period.

	
	The above mentioned duties are neither exclusive nor exhaustive and the postholder may be required to carry out other appropriate duties by the Principal within the grading level of the post and the competence of the postholder.


	
	N.B.:
In consultation with you, this job description is liable to variation to reflect actual, contemplated or proposed changes to your job.




PERSON SPECIFICATION
N.B.: You will need to demonstrate in your supporting statement how you can meet the criteria listed below.

	Post Designation:

ILR Compliance Officer


	Information available from

	
	Applic.

Form
	Tests
	Inter-views
	Refer-

ences

	1. Education and Training

(E) HNC/D qualification or above, or equivalent experience


	X
	
	
	

	2. Experience
(E) At least two years experience of using Microsoft Office or similar packages


	X
	X
	
	

	(E) Experience of working to deadlines


	
	
	X
	

	(D) Experience of auditing and quality assurance system


	X
	
	X
	

	3. Communication

(E) Ability to communicate at all levels


	
	
	X
	

	4. Disposition / Personal Qualities

(E) Good interpersonal, convincing and persuasion skills


	
	
	X
	

	(E) Good timekeeper and attendance record


	
	
	X
	X

	(E) Ability to work on own initiative as well as part of team


	
	
	X
	

	5. Professional Knowledge / Understanding


	
	
	
	

	(E) Understanding of the Data Protection Act
	
	
	X
	

	(E) Attention to detail


	
	X
	
	

	(E) Ability to prioritise tasks and use initiative within scope of responsibility


	
	
	X
	

	6. Professional Judgement / Decision Making

(E) Positive approach to problem solving


	
	X
	X
	

	7. Managerial Attitude / Approach

(E) Willingness to adapt to changes


	
	
	X
	

	(E) Positive can-do attitude


	
	
	X
	X

	8. Circumstances

(E) Flexible approach to hours of work


	
	
	X
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Job Application Form Guidance Notes

The following notes are designed to help you to complete your application form. Please read these notes fully before completing your application. Your application form is the only basis for considering your initial suitability for the post; we cannot accept CVs as part of your application due to our Safeguarding Procedures. No assumptions will be made on your experience or skills and it is therefore vital that you complete the form as fully and as accurately as possible.

The Application Form should be completed in blue or black ink only.

	Section 1: Personal Details


Please complete all boxes as fully as possible. For any boxes that are not relevant, please state “not applicable”.

	Criminal Record


From July 2010 Barking & Dagenham College requires all new employees to be registered with the Independent Safeguarding Authority (ISA). Please see http://www.isa-gov.org/ for full details and also the enclosed Safeguarding Policy. If you are already registered with the ISA, please quote your registration number. Please be advised that if you are successful in being appointed to this post and you are not already registered, the College will require you to register before appointment to the post can be confirmed. The cost of a registration is currently £28. The College will initially pay for this registration and the cost of the registration will be deducted from your first salary. The registration is transferrable should you leave the College’s employment.

All jobs at the College involving contact with Learners require an Enhanced Disclosure from the Criminal Records Bureau. These jobs are exempt from the Rehabilitation of Offenders Act 1974. You are therefore required to declare any criminal convictions, cautions and bind-overs (including those considered “spent”) and pending prosecutions. If you do have any convictions, cautions or “bind-overs” (spent, current or pending), you must declare these in writing to us at the time of application. Please submit a signed and dated letter providing the date, full details and penalties incurred in connection with the conviction, caution or “bind over” in a Private and Confidential Envelope, marked for the attention of the Human Resources Director.

Any information you supply will be treated in confidence and will not necessarily prejudice your application.
	Section 2: Present or most recent employment


If you are a school leaver who has not worked, please leave this section blank.

For all other applicants, ensure you state whether the details are for your present or most recent employment. If your current/most recent job was part time, ensure that you state the number of hours per week and the number of weeks per year that you work(ed).

Ensure that you quote the full annual salary that you receive(d). Evidence of your current/last salary will need to be supplied at interview, if you are shortlisted.

	Section 3: Previous employment in Chronological Order since leaving secondary education


List all jobs that you have had since leaving secondary education. Ensure that you list the jobs in chronological order. For start and leaving dates, please quote both the month and year e.g. 04/98 to 06/02 in the “From” and “To” columns.

If there are any gaps in employment, please explain them on a separate sheet.

Continue of a separate sheet if necessary.

	Section 4: Qualifications


List all qualifications that you have obtained in chronological order from secondary school onwards (with the exception of Professional Membership qualifications, which should be listed in Section 5). Please ensure that you quote the pass date in a MM/YY format e.g. 07/08.

Continue on a separate sheet if necessary.

	Section 5: Professional qualifications


List all Professional Qualifications and Memberships of Professional Bodies in this section.

If you are applying for a teaching position, please ensure that you state whether you already hold the relevant teaching qualification for the role. 
If you are applying for a teaching position, please ensure that you state whether you are registered with the General Teaching Council. If registered, please quote the date of registration.

If you are already a member of the Teachers Pension Scheme, please state your membership number.

	Section 6: Present studies


State any qualifications that you are working towards and the expected date of completion in this section.

	Section 7: Institute for Learning (IFL) Registration


Any teaching role and those positions closely related to the support of learners require you to be registered with the Institute for Learning before you can commence the role. See http://www.ifl.ac.uk/ for further information. If you are already registered, please quote your Membership Number and Status in this section.

	Section 8: References


Please provide the details of two people from who confidential references may be requested. The first referee should be your current or most recent employer (or tutor in the case of a student). If these people know you by a different name from the one you have given at the beginning of this application, please state the name that we should quote on the reference. If you have held another position that involved working with young people or vulnerable adults then your line manager for this role should also be quoted as a referee. References will be taken up before a firm offer of employment is made and, in certain circumstances, a reference may be requested from any of your previous employers. The College does not usually request references until after the interview process.

	Section 9: Supporting Statement


Read the Person Specification and Job Description for the role and then use this section to indicate how your skills, experience and abilities make you suitable for the position. Use experience from current and past employment and studies you have undertaken. Include experience from any voluntary, community work or spare time activities that you carry out where relevant.

If you are applying for a lecturing role, please give details of subjects and age ranges in which you are qualified to teach or in which you have a special interest.

Continue on a separate sheet if necessary.

	Section 10: Declaration


Ensure that you sign the form before returning it to the College. If you are submitting your form electronically, you will be required to sign the form at interview, if you are shortlisted.

Barking & Dagenham College will only use the information you provide in your form for the purpose of the recruitment processes and statistical analysis, and for any relevant checking processes should you be appointed to the role. Please tick either the “agree” or “do not agree” box to give us permission to process the information.

	Private & Confidential Additional Information Sheet



Please ensure that you fully complete and return the Additional Information Sheet with your completed application form electronically.

Forms should be returned to humanresources@barkingdagenhamcollege.ac.uk. 












Job Application Form
Please refer to the Application Guidance Notes when completing this form
	Position applied for
	

	Applicant reference no.
	(for office use only)

	Section 1: Personal Details

	Title: Mr/Mrs/Miss/Ms/other
	Forename
	Family name/surname
	Previous surname
(if applicable)

	National Insurance no
	Home Telephone no
	Mobile telephone no

	Home address:

Postcode:

	Criminal Record

	Do you have any unspent criminal convictions?
	Yes
	No

	If yes, please enclose details in a confidential sealed envelope marked for the attention of the Director of Human Resources.

Note: Many jobs at the College involving contact with Learners require a Standard or Enhanced Disclosure from the Criminal Records Bureau. These jobs are exempt from the Rehabilitation of Offenders Act 1974. You are therefore required to declare any criminal convictions and pending prosecutions. Any information you supply will be treated in confidence and will not necessarily prejudice your application. 

	Do you need sponsorship to work in the UK?
	Yes
	No


	Section 2: Present or most recent employment

	

	Is this position your present  or most recent  employment?

	Job title

	Employer’s name

	Employer’s address

Postcode

	Date started
	Date left (if applicable)

	Reason for leaving (if applicable)

	Please specify if full-time  or part-time  If part-time specify hours per week ______ Weeks per year ______

	Current basic salary

£
	Regional living allowance

£
	Bonus or other allowance

£


	Section 3: Previous employment

	Employer’s name
	From
	To
	Job title
	Salary per annum
	Reason for leaving
	Hours per week

	
	
	
	
	
	
	

	Section 4: Qualifications

	Include degrees, diplomas, certificates, apprenticeships, etc.

	Education establishment
	From
	To
	Qualifications obtained
	Grade
	Date

	
	
	
	
	
	

	Section 5: Professional qualifications

	Please include membership of professional bodies

	Are you registered as a teacher with the Department for Education and Skills? Yes  No  

	Date of registration (note: this may be subject to verification by reference to the General Teaching Council)


	Section 6: Present studies

	Please give details of any qualifications that you are currently working towards


	Section 7: Institute for Learning (IFL) Registration

	IFL member no. IFL membership level (delete as appropriate)

 Affiliate / Associate / Member / Fellow


	Section 8: References

	Reference 1
	Reference 2

	Name
	Name

	Job title
	Job title

	Address
	Address

	Postcode
	Postcode

	Tel no
	Tel no

	Fax no
	Fax no

	Email address
	Email Address

	Section 9: Supporting Statement

	Please show how you meet the requirements of the Candidate Specification and give any other information in support of your application. Include any details of publications, research, projects etc. If relevant to your application.

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	Please continue on a separate sheet if required


	Section 10: Declaration

	I certify that, to the best of my belief, the information I have provided is true, and I understand that any false information may, in the event of employment, result in dismissal or disciplinary action by the College.

Signed: Date:

	Consent to process data

I give consent to Barking & Dagenham College to record and process the information contained in this form

Agree  Disagree  

I understand that this information is used only for the purpose set out in the statement above, and my consent is conditional upon Barking & Dagenham College complying with their obligations and duties under the Data Protection Act 1998.



Private & Confidential Additional Information Sheet
Barking & Dagenham College is committed to achieving a learning community free from discrimination or harassment and to removing barriers to achievements. Therefore it would be appreciated if you would provide the information requested below to help us ensure that our recruitment and selection procedures afford fair and unbiased treatment to all applicants. 
This information is not forwarded to the shortlisting panel. All information that you provide will be treated in accordance with the principles outlined in the Data Protection Act 1998.

	Name of Applicant


	

	Date of Birth


	

	Post Applied For


	


DESCRIBE YOUR ETHNIC ORIGIN
(Please tick the box that most accurately describes you ethnic or cultural origin)

	White British
	
	Irish
	
	Other White 
(please specify)
	

	Mixed White/ Black Caribbean
	
	Mixed White/
Black African
	
	Other Mixed Background 
(please specify)
	

	Indian
	
	Pakistani
	
	Other Asian Background 
(please specify)
	

	Bangladeshi
	
	Caribbean
	
	Other Black Background 
(please specify)
	

	African
	
	Chinese
	
	Any Other Ethnic Background 
(please specify)
	


DESCRIBE YOUR RELIGION OR BELIEF (Please tick as appropriate)

	Buddhist
	
	Jewish
	
	None
	

	Christian
	
	Muslim
	
	Other 
(please specify)
	

	Hindu
	
	Sikh
	
	Prefer not to say
	


GENDER (Please tick as appropriate)

	Male
	
	Female
	

	Is your gender identity the same as the one you were assigned at birth?

	Yes
	
	No
	
	Prefer Not to Say
	


SEXUAL ORIENTATION (Please tick as appropriate)
	What is your sexual orientation? (please tick as appropriate)



	Lesbian
	
	Bisexual
	

	Heterosexual
	
	Prefer Not to Say
	

	Gay
	
	
	


DISABILITY 
The Disability Discrimination Act (DDA) 1995 defines a disabled person as someone who has a physical or mental impairment, including sensory impairment and learning disabilities, which have a substantial and long term adverse affect on his/her ability to carry out normal day-to-day activities. Since 2005, the law has defined diabetes, cancer, HIV infection and multiple sclerosis as disabilities.

(Please tick as appropriate)
	Are you disabled, or do you have any condition that may require adjustments to your work or working environment? (Examples of a ‘condition’ may include impairment of senses (excluding short or long sight corrected by wearing glasses or contact lenses), 
co-ordination, memory, mobility, learning, health or wellbeing)



	Yes (please specify below)
	
	No
	
	Prefer Not to Say
	

	Sensory impairment e.g. hearing, visual (NOT including wearing glasses or contact lenses).
	

	Physical impairment e.g. Co-ordination, dexterity or mobility
	

	Learning difficulties eg dyslexia
	

	Mental ill health eg clinical depression, bipolar etc
	

	Other hidden (e.g. diabetes, epilepsy) physical or medical condition – please specify:


	

	If you have a disability and you wish to give us more information or inform of any adjustments that would be required to assist you at work, please use this box to provide further details.




MARITAL STATUS (Please tick as appropriate)
	Single
	
	Married
	

	Civil Partner
	
	Separated
	

	Divorced
	
	Widowed
	

	Prefer not to Say
	
	Other 
	


SUNDRY INFORMATION

	Where did you see this job advertised?
	

	Are you related to, or do you have a close relationship with any Barking & Dagenham College Employee or Corporation Member?
	Yes
	
	No
	

	If yes, please provide details
	


Thank you for completing this form. Please return it to the Human Resources Section with your completed Application Form

BARKING & DAGENHAM COLLEGE

CRIMINAL RECORDS BUREAU (CRB) CHECKS POLICY

Section 1

Purpose

1) As part of the compulsory pre-employment screening process to ensure “fitness to work”, which includes Occupational Health screening and reference checks, prospective employees are subject to a check on any criminal background. Checking is very strictly regulated under the Data Protection Act and is undertaken by the Criminal Records Bureau (CRB) Disclosure Service. 
2) Working at Barking & Dagenham College, a further education institution, will involve employees and workers having regular contact with persons under the age of 18 and therefore CRB Checks will be carried out on all prospective employees.

Background

3) There are at present two levels of CRB checks - Standard and Enhanced Disclosure checks. All posts in the College are subject to Enhanced checks because of the potential for unsupervised access to young and vulnerable students both inside and outside the College and because all employees are viewed by students as being in a position of trust.


4) Having a criminal record will not automatically debar a person from being appointed; in fact in most cases it is unlikely to affect the decision to appoint. All employers using the services of the CRB are required by their Code of Practice to have a Policy on the employment of ex-offenders to ensure that all applicants for positions who have a criminal record are treated fairly and are not discriminated against unfairly on the basis of conviction or other information revealed. The College has adapted the CRB’s standard model policy (See Section 2). 

5) The Secretary of State has the power to bar persons from employment as a teacher, and from work involving regular contact with children or young persons under 19 years of age, in Schools and Colleges. The College is under a statutory duty not to employ anyone who is barred by the Secretary of State and whose name appears on ‘List 99’ (a confidential document maintained by the Department for Education and Skills). The CRB also carries out a check against ‘List 99’ and this will be included in any disclosure requested by the College. 
6) All offers of employment are conditional upon receiving a satisfactory CRB Disclosure Check. A CRB application form and guidance notes are enclosed with the conditional offer letter. It is for the prospective employee to complete and sign the form and return to the Personnel Officer with original documentation, as required by the CRB. The documentation and form are checked and the form countersigned by either the College’s Lead Signatory (the Director of Human Resources) or a Registered Counter-signatory (Human Resources Manager, Human Resources Officer, Head of Division of Health & Social Care), before being dispatched to the CRB for processing. 
Application

7) This policy applies to all staff (full or part time), agency staff, consultants and other contracted persons (either contracted directly or through another employer), and students undertaking work experience which involves working with young and vulnerable people.

Section 2

Recruitment of Ex-Offenders
Policy Statement. 


· As an organisation using the Criminal Records Bureau (CRB) Disclosure Service to assess applicants’ suitability for positions of trust, Barking & Dagenham College complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly. It undertakes not to discriminate unfairly against any subject of a CRB Check on the basis of conviction or other information revealed. 


· The College is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sex, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background. 


· The College has a written Recruitment and Selection Procedure, which does not discriminate against ex-offenders, and is available to all upon request. 


· The College actively promotes equality of opportunity and diversity for all with the right mix of talent, skills and potential, and welcomes applicants from a wide range of candidates, including those with criminal records. Candidates are selected for interview based on their relevant skills, qualifications and experience. 


· All application forms, job adverts and recruitment packs contain a statement that a CRB Check will be requested in the event of the individual being offered the position. 


· The College encourages applicants to provide details of their criminal record at an early stage in the application process. This information may be sent under separate, confidential cover to the Lead Signatory (the Director of Human Resources). The College’s policy is that this information is only seen by those who need to see it as part of the recruitment process, will be kept strictly confidential and destroyed within two months of receipt of the disclosure.


· The College will ensure that all those who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offenders, and that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974 (and its exceptions), as part of the College’s Recruitment & Selection Training. 


· The College will ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position, at interview, or in a separate discussion. Applicants will be informed that failure to reveal information that is directly relevant to the position sought could lead to withdrawal of a conditional offer of employment. 


· The College will make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request. 


· The College will undertake to discuss any matter revealed in a CRB Disclosure with the applicant before withdrawing a conditional offer of employment. 


Section 3

· Secure Storage, Handling, Use, Retention and Disposal of Disclosures and Disclosure of Information

· The handling of Disclosure information provided by prospective employees, either received directly from the prospective employee or from the CRB, is restricted to the Lead Signatory (the Director of Human Resources), the Counter-signatories (the Human Resources Manager and Human Resources Officer) and the Human Resources Administrative Assistant.

· The handling of Disclosure information provided by work experience students, either received directly from the student or from the CRB, is restricted to the Lead Signatory (the Director of Human Resources), the Countersignatory (the Head of Division of Health & Social Care) and the Faculty Secretary.

 Storage and Access

· Disclosure information is never kept on an applicant’s personnel file and is always kept separately and securely, in lockable, non-portable, storage containers with access strictly controlled and limited to those who are entitled to see it as part of their duties.
Handling

· In accordance with Section 124 of the Police Act 1997, Disclosure information is only passed to those who are authorised to receive it in the course of their duties. The College maintains a record of all those to whom Disclosures or Disclosure information has been revealed. The College recognises that it is a criminal offence to pass this information to anyone who is not entitled to receive it.
Usage

· Disclosure information will only be used for the specific purpose for which it was requested and for which the applicant’s full consent has been given.

Retention

· Disclosure certificate numbers are noted on the individual’s personal file and on the computerized Personnel records system. Disclosure certificates are retained for a period of up to two months from receipt, to allow for the consideration and resolution of any disputes or complaints.

Disposal

· Once the retention period has elapsed, the College will ensure that any Disclosure information is immediately destroyed by shredding. While awaiting destruction, Disclosure information will not be kept in any insecure receptacle (e.g. waste bin or confidential waste sack. The College will not keep any photocopy or other image of the Disclosure or any copy of representation of the contents of a Disclosure.

Acting as an Umbrella Body

· Before acting as an Umbrella Body on behalf of other employers, the College will take all reasonable steps to ensure that they comply fully with the CRB Code of Practice
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