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Putting the public first

The Post for which you are applying requires
disclosure of information from the Criminal
Records Bureau.

What is disclosure?

A disclosure is a document containing information
held by the police and government departments. It can
be used by employers to ensure safer recruitment for
those posts where the post holder would have access
to children or vulnerable adults. A disclosure check
enables a background check of the job applicant to 
be carried out to ensure that they do not have a
history that would make them unsuitable for the post.

Dependant upon the post Cumbria County Council
can request different levels of disclosure, standard 
or enhanced.

A standard disclosure would be requested for those
posts where the post holder may come into contact
with children or vulnerable adults.

Enhanced disclosure would be requested for posts
where there is far greater contact with children or
vulnerable adults and where the post required the 
post holder to be in sole charge of such people.

Who runs the CRB?

The Criminal Records Bureau is an executive agency
of the Home Office.

How do I know if the post for which I am applying
requires disclosure?

The application pack will contain a Job Profile and
Person Specification for the post for which you are
applying and this will detail if disclosure is required.

At what stage of the recruitment processes will
the disclosure check be carried out?

The successful applicant will be required to complete
a Criminal Records Bureau application form following
the interview. This will require providing a significant
amount of personal details on the form such as
previous addresses for the last 5 years, national
insurance number, bank details, driving license and
passport details.

The purpose of requiring detailed personal information
is to ensure that there can be no mistake over the
identity of the person.

What information will be disclosed?

Disclosures will provide details of a person’s criminal
record including convictions, cautions, reprimands and
warnings held on the Police National Computer (PNC).
If the post for which you are applying involves working
with children, disclosures will also contain information
from lists held by the Department of Health and 
the Department of Education and Skills of those
considered unsuitable for this type of work.

Dependant upon the level of disclosure required for
the post information held by local police forces known
as “intelligence” may also be disclosed.
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Who will see the personal information stored
about me?

Capita Business Services are contracted on behalf
of Cumbria County Council to manage and
administer disclosure applications to the Criminal
Records Bureau. Where the disclosure comes back
clear Capita will write to the manager to inform them.
Where disclosure is returned with a positive trace,
discussions will be held as to the applicants suitability
with a senior manager within Cumbria County
Council.

By requesting disclosure is this a breach of my
Human Rights?

No. Cumbria County Council is obliged under the
Protection of Children Act 1999 to check with the
Criminal Records Bureau for the existence and
content of any criminal record prior to appointment 
to posts which have access to children and
vulnerable adults.

By applying for a post that requires disclosures all
applicants have to provide their consent to a criminal
record bureau check. By consenting to disclosure this
is not a breach of your human rights.

How do I know that the information contained
about me will be treated confidentially?

Capita Business Services processes all applications
for disclosure on behalf of Cumbria County Council
and as such is required to comply with the CRB
Codes of Practice. Under the provisions of the code,
sensitive personal information must be handled and
stored appropriately. It will be kept only as long as it
is necessary. The Code of Practice is published on
the Disclosure website or you can request a copy
from the person who asked you to apply for the
Disclosure. Website address: www.disclosure.gov.uk 

If I have a criminal conviction will disclosure
prevent me from employment with Cumbria
County Council?

Having a criminal record will not necessarily bar you
from employment. This will depend on the nature of
the position and the circumstances and background
of your offence(s). A policy has been introduced to
ensure that conviction information is not misused and
that ex-offenders are not treated unfairly a copy of
which is available upon request. Ex-offenders will
retain the protection afforded by the Rehabilitation 
of Offenders Act 1974. The Code of Practice for
Registered Persons and other recipients of
Disclosure information will govern Registered 
Bodies’ Conduct and prevent abuse of the system.

Any information will be treated with the strictest
confidence and you will only be prevented from
obtaining employment if Cumbria County Council
considers you have a criminal record that makes you
unsuitable for the post for which you have applied.

Applicants are reminded that failure to comply with
this requirement will result in their application being
withdrawn from the recruitment process. Failure to
disclose a criminal conviction spent or otherwise will
result in disciplinary action and potential dismissal.
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What if I have previously lived overseas?

The CRB does not generally have access to overseas
criminal records. They can, however, advise on how
to obtain equivalent information from overseas
authorities where available. You may wish to discuss
this with your prospective employer.

However, even if you have no prior residence in the
UK, you will be required to apply for a Disclosure to
enable your prospective employer to check the lists
held by the DFES and the DoH.

Can I refuse to apply for Disclosure?

Yes. However Cumbria County Council will be unable
to progress your application any further and you
would be withdrawn from the recruitment process.

How long will a CRB check take?

Criminal records bureau check will normally be
returned within 4 weeks of being submitted. The
successful applicant cannot commence employment
with Cumbria County Council until the results of the
CRB check; medical clearance and employment
references have been verified.

I have been acquitted of a crime, will this still
show on my disclosure?

No. Acquittals of crimes will not show as a conviction
on an individual’s standard disclosure record. Where
an enhanced check is required for the post for which
you are applying local police forces may choose to
hold this information as local intelligence and may
choose to disclose this to the registered body.

Will police cautions show on my disclosure?

Yes, as police cautions can be issued for serious
offences as well as minor offences they cannot be
disregarded.

Will I receive a copy of information held about
me?

You will receive a disclosure certificate in the post 
a copy of which will also be sent to Capita Business
Services who are registered with the Criminal
Records Bureau and as such agree to comply 
with the Code of Practice.

If I don’t agree with the information held about
me could I appeal?

Yes. If you believe the information held about you 
is incorrect you can call the disclosure dispute line
immediately on: 0870 90 90 778

You must also contact Capita HR Services who 
will also have received a copy of the Disclosure to
make them aware that you are going through this
procedure. You can contact them on 01228 673694.

How long will a disclosure last?

Each disclosure will show the date on which it was
printed but there will be no expiry date. The older a
disclosure, the less reliable it is.

How often will I have to apply for disclosure?

Disclosure checks are carried out on all Cumbria
County Council employees holding posts where
disclosure is required every 3 years.
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Further Information

If you would like further information about
Disclosure and the Criminal Records Bureau
services please contact:

Disclosure application help line: 0870 90 90 844

Disclosure website: www.disclosure.gov.uk 

CRB information help line: 0870 90 90 811

CRB website: www.crb.gov.uk

CRB Information  2/4/05  4:41 PM  Page 1



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


