The Titus Trust:

criminal records check

Information for volunteers applying to lead on a Trust holiday

Urgent!

Thank you for applying to lead on a Titus Trust holiday in 2003.  As all Titus Trust volunteer leaders may have substantial, unsupervised contact with children during the holidays that we operate, the Trust has a legal responsibility to ensure that potential leaders are suitable people to be working with children and young people. 

Since May 2002, there has been a new system in place to help organisations like the Titus Trust to safeguard the safety of the children on our holidays.  As a result, we are now required to ask you to apply for an Enhanced Disclosure through the Criminal Records Bureau.  As such work with children is exempted under the Rehabilitation of Offenders Act, this check will reveal any details of cautions, reprimands or final warnings, as well as formal convictions.

This process is subject to a strict code to ensure confidentiality, fair practice and security of any information disclosed.  The CRB Code of Practice is available on request for you to read.  It is stressed that a criminal record will not necessarily be a bar to appointment, but where the nature of any matters revealed could be considered to place children at risk, we will not allow you be part of any Titus Trust leadership team. 

What must you do next?  


As soon as possible, you must telephone the 
Criminal Records Bureau – for full details, see next page.

What is a Disclosure?

Disclosure is a new information service provided by the Criminal Records Bureau – an executive agency of the Home Office.  It helps employers and volunteering organisations make informed decisions and so protect the vulnerable members of society.  A Disclosure is an impartial and confidential document that details an individual’s criminal record, and where appropriate, details of those who are banned from working with children.
How can you find out more about this process?

You may telephone the CRB on 0870 90 90 844 or visit www.disclosure.gov.uk 

What if you have already obtained an Enhanced Disclosure?


· If you were asked by the Titus Trust to apply for a Disclosure in the summer of 2002 and a satisfactory Disclosure was received by the Trust, then please speak to a member of the Trust staff – you may not need to apply for a further Disclosure.

· If you were asked by another organisation to apply for an Enhanced Disclosure (e.g. for a school or youth club), you will still need to apply for a further Disclosure for the Trust unless the original Disclosure is both a) dated on or after 1 August 2002 and b) is shown to a member of the Trust staff at least one month prior to the holiday.
As soon as possible, please will you:

1. Gather together some basic information about yourself.  You will need your national insurance number (see you national insurance card or your payslips), your addresses during the last 5 years and an address of a personal referee (someone who is unconnected with the Titus Trust).   Telephone the Criminal Records Bureau (“CRB”) on 0870 90 90 844.  You will be given 5 options, press 1 because you want to apply for a Disclosure for yourself.


2. Tell the CRB operator that you have been asked to apply for an Enhanced Disclosure for yourself.  They will ask you which organisation has asked you to apply for Disclosure and you should tell them The Titus Trust.  If they ask you for details of this organisation, or the position applied for, see no. 5 below.
You must also tell them that this disclosure will be processed by an umbrella organisation: Churches Child Protection Advisory Service (CCPAS), 
ref. 20082400003.

3. The CRB will post a Disclosure Application Form to you.  When you receive a form from the CRB, please ensure that it is a Disclosure Application Form.  You must then complete sections A – H of the form in black pen using BLOCK CAPITALS.  Since Jan 2003, you are not required to provide any of the personal information requested in Sections E and F – please leave these sections blank.  Do not complete sections X, Y or Z!  If you have any problems completing the form, please telephone the member of staff that sent you this form or call the CRB.


4. In Section B, please insert the following information:
Position applied for: Volunteer Leader for Children’s Holiday 
Organisation name:  The Titus Trust
Organisation address: 36 Denison Road, Ealing, London W5 1NU


5. In Section D, please ensure that you record ALL your previous addresses during the last 5 years.  If necessary, there is a continuation sheet at the back of the purple booklet (guidance notes) that the CRB will send you.  Please note that every single month during the last 5 years must be accounted for – if it isn’t obvious on your form where you lived in, e.g. July 2001, your form will be returned to you and the Trust will have to pay a £2.00 penalty fee! 


6. Once you have completed the form, you will need to gather together some identification documents – see page 6 of the CRB guidance notes booklet.  At the very least, either your passport or driving licence must be supplied.  
Please note that the more ORIGINAL documents (not photocopies) that you are able to supply to us, the quicker your application will be processed.


7. Please post your completed application form together with as many original identifying documents to: 
[address of relevant camp recruiter].   
Please do not send your form to the CRB!


8. As you are a volunteer, you will not need to pay any fee for this process.


9. We will then verify your identifying documents, return these documents to you and then forward your form to CCPAS for processing.  As soon as we have received a satisfactory Enhanced Disclosure for you, we will confirm that you will be able to attend a Trust holiday in 2003.
SAH – 15 January 2003
