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Criminal Records Self-Declaration Form

You must fill in the information below and return this form with your application form.  Please read and complete this in conjunction with the school’s safeguarding policy. Please put this form in a sealed envelope marked ‘Private & Confidential’.
	Full Name


	

	School Name
	
	Position Applied For
	

	Box A 

(Complete only if you have no convictions etc, either spent or unspent.  You should note that this post is exempt from the provisions of the Rehabilitation of Offenders Act 1974, consequently no conviction is considered spent and must be declared.) 

I HAVE NO CONVICTIONS, CAUTIONS, REPRIMANDS, OR FINAL WARNINGS.
As the applicant for the position I confirm that the details shown above are an accurate record of any criminal offences that may appear on my Disclosure & Barring Service certificate and understand this will be discussed with the Appointing Officer/Panel if I am invited to an interview. 

Signature……………………………………………………………………..(Applicant)             Date …../…./…….


	Box B 

(Record below details of any and all convictions, spent or unspent, cautions, reprimands and/or final warnings that you may have to declare.)

I HAVE THE FOLLOWING CONVICTIONS, CAUTIONS, REPRIMANDS AND/OR FINAL WARNINGS:

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………

As the applicant for the position I confirm that the details shown above are an accurate record of any criminal offences that may appear on my Disclosure and Barring Service certificate and understand this will be discussed with the Appointing Officer/Panel if I am invited to an interview.
Signature…………………………………………………………………… (Applicant)              Date …./……/……


	Box C – To be completed by all applicants 
As the applicant for the position I confirm that I am not disqualified under the Childcare Act (2006) 
Signature……………………………………………………………………..(Applicant)             Date …../…./…….
OVERSEAS ADDRESS CHECK – if applicable 

APPLICANT NOTIFIED AND OBTAINING RELEVANT CHECK – YES / NO

COUNTRY / COUNTRIES RELEVANT CHECK REQUIRED FROM:


	As Appointing Officer I have discussed with the applicant any details, as recorded above that might appear on the applicant’s Disclosure & Barring Service certificate, in line with the Disclosure & Barring Service Code of Practice.

	Printed Name of Appointing Officer


	Position



	Signature


	Date


Guidance Notes
	CRIMINAL RECORDS 

Applicants must complete a Criminal Records Self-Declaration Form when they apply for any post where the successful candidate will be required to obtain a certificate of disclosure from the Disclosure and Barring Service.  

Applicants must complete either box A or box B overleaf, and Box C.
Box A should be completed if the applicant has no convictions (spent or unspent), cautions, reprimands or final warnings.

Box B should be completed if the applicant has convictions (spent or unspent), cautions, reprimands or final warnings.  

Box B should be completed by all applicants. 

Appointing Officers must discuss the Criminal Records Self-Declaration Form with each applicant at interview - please refer to the Disclosure and Barring Service Code of Practice.  The Appointing Officer must countersign the declaration.

OVERSEAS CHECKS FOR SUCCESSFUL CANDIDATE ONLY

If you require a DBS disclosure from an applicant who has lived abroad you must access the DBS website and follow the appropriate guidelines to obtain the overseas checks that are required. https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants 


	RETENTION OF INFORMATION

Due to the restrictions imposed regarding the storage of disclosure information, the original of this form for the successful candidate only should be kept with the completed DBS Disclosure Application Form in the relevant personnel file.  No copy should be taken or retained by the Appointing Officer.

The original of this form for an unsuccessful candidate must be safely destroyed by the Appointing Officer.  No copy should be taken or retained by the Appointing Officer.


Policy Statement - Criminal Records Self-Declaration Form

Statement of commitment to safeguarding children and young people

We are committed to safeguarding and promoting the welfare of children and young people, and expect all staff and volunteers to share this commitment.

Why we need you to declare your criminal convictions and other related information

The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 and therefore all convictions, cautions and bind-overs, including those regarded as ‘spent’, must be declared.

We therefore ask you to complete the Criminal Records Self-Declaration Form as fully as possible and return it with your application form.  The only people who will see the information will be those directly involved in the recruitment process.  All information will be handled in the strictest confidence.  At interview, or in a separate discussion, we will ensure that an open and measured discussion takes place about any offences or other matter that might be relevant to the position.  

If you are successful at interview, we will require you to obtain an Enhanced Certificate of Disclosure from the Disclosure & Barring Service (DBS).  
Having a criminal record will not necessarily bar you from working with us.  This will depend on the nature of the post you have applied for and the relevance and circumstances of your offences, as set out in the Disclosure & Barring Service Code of Practice which is available on their website at https://www.gov.uk/government/publications/dbs-code-of-practice 
We ensure that anyone making appointment decisions has the necessary information and support to assess the relevance and circumstances of any offences.  

False Information
Please note that providing false information could result in your application being rejected or your dismissal from employment if you are appointed.  The matter may also be referred to the police if we consider that you may have committed a criminal offence.
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