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Step Up Recruitment of Ex-Offenders Policy 

 
Policy Statement 

 
Step Up provides a housing support service for vulnerable adults and is therefore exempt from 
provisions of the Rehabilitation of Offenders Act 1974.  As such we ask applicants to disclose all 
previous and pending convictions on the application form, including those regarded as ‘spent’ under 
legislation. 
 
Previous or pending convictions will not automatically bar an applicant from employment.  We 
consider each conviction on a case by case basis, with the exception of offences against vulnerable 
groups.  As a housing support service for vulnerable adults Step Up will ensure an employee is not on 
the children’s list or adult’s list of the Protection of Vulnerable Groups (Scotland) Act 2007.   
 
Prior to employment, all successful candidates are vetted via the Protection of Vulnerable Groups 
(PVG) Scheme.  If a prospective employee is already a member of the PVG Scheme then an update 
will be sought from Step Up before commencing employment.  The Director’s of Step Up are 
responsible in managing this registration prior to employment. 
 
If a PVG record reveals information that the successful candidate did not provide in their application, 
then the discrepancies will be raised.  If a successful candidate has not revealed a conviction this 
suggests a misunderstanding about the impact of Rehabilitation of Offender legislation and as such if 
this situation arises the individual is subject to be summarily dismissed or have employment 
withdrawn, irrespective of the nature of the conviction. 
 
If applicants have previous or pending convictions or cautions they are asked to attach details to the 
application form in a sealed envelope marked confidential.  In line with the Data Protection Act (1998) 
this information will be treated in the strictest confidence and only seen by authorised and trained staff 
involved in the selection process. 
 
These details are requested so that management will consider whether the conviction is relevant to 
the employment, the length of time since the offence occurred, whether the circumstances have 
changed since the offence was committed and if there is a pattern of convictions. 
 
If Step Up management feel that further clarification is required, further information may be sought 
from additional sources. 
 
The Code of Practice (“the Code”) is published by Scottish Ministers under section 122 of Part V of 
The Police Act 1997 (“the 1997 Act”). The Code identifies obligations which registered bodies, 
countersignatories and other recipients of disclosure information issued under the 1997 Act and the 
Protection of Vulnerable Groups (Scotland) Act 2007 (“the 2007 Act”).  
 
We comply with the Code, the 1997 and 2007 Acts regarding the treatment of individuals who are 
subject to Disclosure Scotland checks. We undertake not to discriminate unfairly against the subject 
of a disclosure on the basis of conviction or other information revealed.  
 
We are committed to equality of opportunity and to providing a service which is free from unfair and 
unlawful discrimination.  The selection of candidates for interview will be based on skills, qualifications 
and experience.  
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Individuals are made aware that the position or work will be subject to a Disclosure Scotland check 
and that the nature of the position or work entitles us to ask about spent and unspent convictions.  We 
make this clear on the Application Form Guidance notes. 
 
At interview, or under separate discussion, we undertake to ensure an open and measured discussion 
on the subject of any offences or other matters that might be considered relevant for the position or 
work concerned.  
 
Monitoring and Maintenance of PVG Certificates & Information 
 
Storage and Retention 
 
Step Up follows the Disclosure Scotland Code of Practice relating to storage of PVG records.  
Disclosure information is stored in secure conditions and kept in lockable and non-portable storage 
units. Keys or combinations for such storage units are not freely available within Step Up and access 
to storage units and rooms containing storage units are restricted to named individuals.  
 
The disclosure information is not retained in an employee’s personnel file.  A note of the reference 
numbers and dates are made as evidence to the Care Inspectorate regulator that checks have been 
carried out.  Any information and conversations held within Step Up pertaining to the information on 
the PVG certificate is also kept separate from the personnel file and the same storage and access as 
above applies. 
  
Step Up will not retain such information for longer than is relevant to our needs. We comply with the 
Data Protection Act 1998 which requires that personal information should be kept only for as long as it 
is required for the purposes for which it was obtained. This may be the date on which the recruitment 
or other relevant decision has been taken, or after the date on which any dispute about the accuracy 
of the disclosure information has been resolved. For PVG disclosure records this may be the date an 
individual ceases to carry out regulated work for Step Up.  
 
 


