Hampshire & Isle of Wight PPSA

Professional Services


CRIMINAL RECORDS BUREAU DISCLOSURE SERVICE

TERMS AND CONDITIONS

The employing partnership, company or organisation that has requested criminal record disclosures for their staff must:

1. Ensure that only a senior person, usually a Partner or the Practice Manager request the disclosure, act as a point of contact for the PPSA, are the person responsible for ensuring that applications are correctly completed and for verifying the applicant’s identity.
2. Read and familiarise themselves with guidance from the Criminal Records Bureau (CRB), and the Hampshire & Isle of Wight Practitioner & Patient Services Agency (PPSA) concerning identity checking and completion of the application form:
· Guidance on the completion of disclosure application forms

· Guidance on ID checking

· List of Valid identity documents
3. Ensure that CRB disclosures are only requested for staff whose work places them in a position where this is desirable.

4. Have policies in place for the rehabilitation of offenders.

5. Ensure that the application form is fully and correctly completed for each member of staff for whom a disclosure is being sought. A Partner or the Practice Manager or Contract Holder must personally see original copies of documents that verify the applicant’s identity and put their name in Section w of the CRB disclosure application form.  Send copies of the documents seen together with any continuation sheets needed with the completed application form.
6. Make note of the serial number of the application form so that they are able to track progress of the disclosure using the CRB online tracking service.

7. Forward the completed application form to the PPSA within 2 weeks of the application form having been signed by the applicant, together with a cheque, payable to “Hampshire PCT”, for the full amount of each disclosure and the PPSA administration charge.

8. Ensure that any disclosures received are stored securely, in a locked location to which access is limited to Partners, the Practice Manager, Contract Holder or other persons whose duties and responsibilities require them to have access to this information.

9. Ensure that disclosures received are destroyed within 6 months of their date of issue.
The PPSA will:

1. Signpost the employing partnership, company or organisation to such guidance on completion of disclosure applications as is available from the CRB and that which the PPSA may issue.

2. Thoroughly check each application to ensure that it is fully and correctly completed before forwarding it to the CRB. Any applications that are not correctly completed will be returned to the practice for resubmission.

3. Take a copy of the application and store this securely in a locked location to which access is restricted to those whose duties include administration of CRB disclosures.
4. Maintain a confidential record of all CRB disclosure applications received in order to track their progress through the CRB disclosure process.

5. Forward CRB disclosure applications to the CRB by 1st class post, within 1 working day of having verified that they are fully and correctly completed.

6. Forward all disclosures to the person at the employing partnership, company or organisation who requested the disclosure and who completed Section w of the application form. This will be by 1st class post, within 1 working day of the PPSA having received them from the CRB.

7. Ensure that copies taken of any applications are destroyed within 6 months of the date of issue of the respective CRB disclosure.

8. Not be able to refund the cost of disclosures where the CRB has returned the application because of inaccurate or incomplete information.
9. Not be able to offer human resources advice in the event of disclosures being received by an employer which contain information about a criminal offence by one of their employees.
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