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NHS Golden Jubilee Values Statement  

 

What we do or deliver in our roles within the NHS Golden Jubilee (NHSGJ) is 

important, but the way we behave is equally important to our patients, customers, 

visitors and colleagues. We know this from feedback we get from patients and 

customers, for example in “thank you” letters and the complaints we receive.  

Recognising this, NHSGJ has worked with a range of staff, patient representatives 

and managers to discuss and promote our shared values which help us all to 

deliver the highest quality care and service across the organisation. These values 

are closely linked to our responsibilities around Equality. 

 

Our policies are intended to support the delivery of these values which 
support employee experience. 
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POLICY STATEMENT 

The NHS Golden Jubilee (NHSGJ) Recruitment and Selection Policy and Procedure is 

designed to promote equality of opportunity in the attraction, recruitment and selection of staff. 

The NHSGJ is legally bound to ensure that there is no unfair discrimination, and that all legal 

obligations are met. Discrimination based on criteria such as age, sex, ethnicity/ race, marital 

or civil partnership status, sexual orientation, religion or belief, pregnancy or maternity, or trans 

status will not be used. Similarly, a disability will not present as a barrier to opportunity and the 

requirement to demonstrate reasonable adjustments will be enforced unless it conflicts with 

intrinsic criteria for the job. 

It is important for the future success of the Board that the highest calibre staff are recruited and 

retained and that the process to achieve this ensures consistency of action and quality of 

decision. 

 
The organisation needs to recruit effectively while at the same time giving equal opportunity to 
individuals and developing work-life balance policies. The principles, values and the 
recommendations of the Embracing Equality, Diversity and Human Rights in NHSScotland and 
Supporting Work Life Balance PIN Policies are consistent with this policy. 
 
This policy further aims to provide recruitment procedures which ensure that staff are 
employed appropriately, trained, further developed and equipped to respond effectively to 
diversity and service delivery needs. 

This policy recognises the Board’s obligations under the Equality Act 2010 and the Data 

Protection Act 2018. 

1.   AIMS 

 NHSGJ aims to appoint candidates according to their abilities, qualifications and training. 

 NHSGJ aims to recruit staff who demonstrate behaviours that support our organizational 

values. 

 Opportunities for employment and promotion within the Board are open to all with the 

appropriate qualification, skills or experience. 

 The Board will ensure that its processes comply with relevant employment legislation. 

 Staff involved in recruitment will receive appropriate training and ongoing professional HR 

support in the necessary legal and procedural requirements. 

 As part of NHSGJ’s commitment to promoting equality of opportunity in employment, we will 

promote and maintain Disability Confident Leader status. All applicants who declare a 

disability and who meet the essential criteria for the post will be guaranteed job interview. 

 Where appropriate, reasonable adjustments to the recruitment and selection process, 

workplace and/or role will be made to support people with disabilities, to attain and remain 

in employment.  Advice will be sought from Occupational Health colleagues when 
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necessary. 

2. PURPOSE 

 Staff recruited will have appropriate competencies including, where applicable, relevant 

professional registration and will be able to practice safely within NHSGJ. 

 Candidates will be selected on the basis of their ability to do the job and to make a 

contribution to the future development of the organisation. 

 Candidates will be selected on their ability to demonstrate behaviour and attitude which fit 

with the organisations values. 

 Recruitment practices used will support the recruitment of a diverse workforce that is 

encouraged to use their full range of skills and competencies to contribute to the 

improvement of care, treatment and health of patients. 

 The Board’s workforce, at all levels, will broadly reflect the community it serves and is 

therefore better placed to understand its needs and provide an efficient service. 

 The Board will be a leader in recruitment in NHS Scotland. 

3. PRINCIPLES 

 The Board’s Recruitment and Selection Policy and Embracing Equality, Diversity and 

Human Rights Policy will be brought to the attention of all applicants for vacant posts within 

the Board. 

 The Board’s recruitment and selection policy and procedures aim to comply with the 

relevant legislative requirements as well as other related policies and codes of practice as 

shown in the references section on page 20. 

 The recruitment principles set out in this policy and procedure apply to all staff including 

senior management and medical staff. There are however some differences to procedure 

depending on the level of senior management or medical staff being recruited, all of which 

are outlined within the Board’s Framework for the Recruitment and Selection of Consultant 

and Senior Management Appointments.  The principles applied to Executive Team 

appointments reflect the principles outlined within the NHS Scotland “Values Based 

Recruitment for NHS Board Executive Level Appointment”, DL (2018) 10 (1 June 2018). 

 The recruitment process, from job analysis and design onwards - including identification of 

selection criteria, will be fair, reliable, robust and auditable (i.e. capable of scrutiny). 

 All applicants will have a positive experience of the recruitment process. 

 Resourcing will be conducted both internally and externally in an open, fair and transparent 

manner and reviewed regularly so that supply is sustainable and inclusive of all available 

talent. 
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 Any appointment made will be compliant with current employment legislation. 

 The recruitment process will ensure the fair assessment of candidates. 

 Appointments will be made on the basis of competency based assessment, incorporating 

the Board’s values, with interviewers who use effective, non-discriminatory recruitment and 

selection methods. 

 The Board will monitor suppliers of agency, temporary and locum staff to ensure they 

adhere to the policy and principles for fair, effective and safe recruitment as laid out in the 

Recruitment Framework for NHS Scotland. 

 Volunteers are handled under a separate recruitment process – NHSGJ Volunteering Policy 

and Procedure. 

4. MANAGERS RESPONSIBILITY 

Hiring managers will be responsible for ensuring that the appropriate staff are recruited to 

meet the Organisation’s needs. The Recruitment Department, in turn, is responsible for 

providing assistance as required to meet the recruitment objectives. 

Managers are responsible for ensuring that the recruitment and selection process is followed 

correctly. Specifically, in consultation with the Recruitment Department, Managers are 

responsible for: 

 Ensuring they are appropriately trained 

 Identifying the selection panel 

 Drawing up selection criteria 

 Short listing against these criteria 

 Providing a draft advert 

 Providing the most up to date version of the job description for the post 

 Booking an appropriate room for interviews and ensuring they have the appropriate 

equipment for the interview e.g. Laptop, Projector etc. 

 Ensuring any reasonable adjustments are made to support candidates throughout the 

recruitment and selection process 

 Chairing the selection panel 

 Keeping appropriate interview records 

 Deciding on the successful candidate/s 

Managers are not responsible for agreeing any terms and conditions of employment, including 

salary, relocation expenses, incremental credit, pension arrangements etc. 

5. RECRUITMENT TEAM RESPONSIBILITY 

The Recruitment Department is responsible for ensuring that NHSGJ operates a fair and 

robust recruitment and selection process for all applicants. The Recruitment Department will: 

 Ensure all Hiring managers are adequately trained in the recruitment and selection 

processes. 

 Supporting and advising hiring managers on any reasonable adjustments that are required 

https://www.nhsnational-hr.scot.nhs.uk/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Terms%20and%20Conditions/Volunteering%20Policy%20and%20Procedure%20Golden%20Jubilee.pdf
https://www.nhsnational-hr.scot.nhs.uk/2.NATIONAL%20BOARDS/GJNH/POLICY%20PROCESS%20AND%20Ts%20AND%20Cs/Terms%20and%20Conditions/Volunteering%20Policy%20and%20Procedure%20Golden%20Jubilee.pdf
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to be made through the recruitment and selection process to support candidates 

 Make all appointments 

 Agree all Terms and Conditions of Employment with successful candidates 

 Monitor and audit the recruitment processes on a regular basis. 

 

RECRUITMENT PROCESS 

6. VACANCIES AND/OR NEW POSTS 

6.1 When a post becomes vacant or a new post arises, the Hiring Manager will, prior to 

seeking approval from the relevant Executive Team Member and/or the Workforce Review 

Group, consider the following: 

 Exit interview feedback where provided 

 Whether the post is still required 

 The roles and responsibilities and whether these have changed 

 Whether these responsibilities still need to be undertaken by the same group/grade of staff 

 The opportunities for the post to be redesigned 

 Duration of role e.g. permanent, fixed term, temporary 

 Whether previous applicants are suitable for the post (where the post has been 

advertised/interviewed in the last 6 months) 

6.2   All vacancies must be approved prior to being advertised and it is the responsibility of the 

Hiring Manager to obtain all required signatories on the Vacancy Approval Form before 

following the appropriate approval route or submitting to the Workforce Review group for 

approval. All documentation should be completed electronically. 

6.3 No recruitment will be undertaken by the Recruitment department until approval has 

been given by the Workforce Review Group or, in the case of direct replacement posts, 

authorised by the appropriate Executive Director. 

6.4   The Hiring Manager will be responsible for providing an updated: 

 Job description, 

 Person specification 

 Job advert 

These documents are required prior to the vacancy being submitted for approval.  

6.5  All employment criteria should be reviewed by the Hiring Manager to ensure they are 

relevant to the post and that no individual or group is unintentionally disadvantaged by 

them, e.g., requirements for a particular type or level of qualification should be justified 

and equivalents, gained under a different education system, or earlier forms of the 

qualification, must be considered. Not to do so could indirectly discriminate against, for 

instance, older candidates, or those of a different ethnic origin. 
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7. ADVERTISING 

7.1 The Hiring Manager will prepare the advertisement and submit it to the Recruitment 

Team with the completed Vacancy Approval Form. The advert will be reviewed in 

conjunction with the Recruitment Manager or Senior Recruitment Advisor and 

amended as appropriate, for example, to ensure that there is no unintentional 

discrimination. The Hiring Manager will be advised of the recruitment media, the 

date that the post is being advertised and the closing date. Where appropriate, the 

Communications department may be involved in designing adverts, or placing 

social media posts. 

7.2 All posts will be advertised internally and/or on the NHS Scotland National 

Recruitment Portal and on Jobcentre Plus. They will also be advertised on the 

Board’s intranet and/or external website. 

7.3 Staff on the Redeployment Register will be considered prior to a post being 
advertised. 

7.4 Where external advertising in addition to the NHSS National Recruitment Portal is 
considered necessary, this should be discussed with the Recruitment Manager or 
the Senior Recruitment Advisor. The decision on the choice of suitable advertising 
media will be influenced by:  

 

 the grade/band and level of the post 

 the professional, technical or specialist skills and experience required 

 historic information on the availability of suitable candidates 

 budgetary constraints, ensuring a cost effective medium appropriate to the vacancy 

 existing national arrangements (e.g. in the case of medical posts) 

7.4 The final decision with regard to advertising media expenditure rests with the 

Associate Director of HR who holds and controls the recruitment advertising budget. 

7.5   All advertisements will include the Board’s branding, the Board’s Values symbol, the 

‘Disability Confident Leader’ symbol and the Stonewall Diversity Champion logo. 

8. APPLICATIONS 

8.1 The quality of information provided to candidates can have a significant impact on 

the quality and quantity of applications received for a post. The Recruitment Team 

is responsible for ensuring that appropriate information is included with the on-line 

job adverts/application data. 

8.2 Job information packs will include at least the following: 

 Job description 

 Person specification 

 Covering letter confirming closing date 

 Additional Information about the post 

 Information about the Organisation’s Vision and Values 
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Information will be available on-line. 

8.3    All applicants are required to complete the standard recruitment documentation 

within the NHS National Recruitment System – Jobtrain. 

8.4   The declaration that gives the Board the authority to: 

 retain the information on the form as part of the successful candidate’s 

personnel file 

 retain details confidentially and use for specific lawful purposes as specified 

in the General Data Protection Regulation, Data Protection Act 2018  

 obtain references and verify referee reports 

 verify educational qualifications and professional registrations 

 obtain a criminal record check from Disclosure Scotland 

As part of the Jobtrain National Recruitment system.  Candidates are required to 

read and approve a section which explains what will happen with their personal 

information before progressing to the application stage. 

8.5  Equal Opportunities Monitoring data provided in the course of the recruitment 

process are not shared with the hiring manager or shortlisting staff. The 

Recruitment Team will note whether any applicant requires special arrangements 

for interview. These will be divulged to the Manager after short listing has been 

completed. 

 

 
9. SHORTLISTING AND INTERVIEW ARRANGEMENTS 

9.1    Short-listing will be robust and based solely on criteria for the post as detailed in the 

Person Specification. At least two members of the selection panel will be involved in 

the process. Reasons for not short listing will be detailed on the candidate 

assessment form on Jobtrain The Hiring Manager should complete the interview 

date and details on Jobtrain and highlight details of requirements for interviews, 

including any tests, presentations or informal activities that are planned.  The Hiring 

Manager should also add the names of the Panel Members. The recruitment team 

will not arrange interviews without receipt of correctly completed documentation 

from the Hiring Manager. 

9.2  Other than in exceptional circumstances, only those applicants who meet the 

essential criteria in full will be selected for interview. The desirable criteria may 

also be used as part of the shortlisting process. All criteria used must be objective 

and relevant to the post. Advice may be sought from the Recruitment Department 

if required, to ensure that no individual or group is unintentionally discriminated 

against. 
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9.3  The Board is committed to meeting the requirements of the award of the Disability 

Confident Leader symbol. Any disabled applicant who meets the essential criteria 

for a vacant post is guaranteed an interview and all Hiring Managers should be 

aware of this requirement. 

9.4  The Recruitment Team will confirm interview arrangements with the Hiring 

Manager and will at this point notify the Hiring Manager if a short listed candidate 

needs any special arrangements for interview. It may be necessary to adjust the 

interview arrangements in order to accommodate these. Any concerns should be 

discussed with the Recruitment Manager. 

9.5  The Recruitment Team will communicate formally to short listed candidates, 

inviting them to interview through Jobtrain. Candidates can request an 

alternative date or time for the interview, although in some circumstances it will 

not be possible to provide alternative dates. 

9.6  The Recruitment Team will communicate with unsuccessful applicants within four 

days of completion of shortlisting within Jobtrain using a standard unsuccessful 

letter. Where the unsuccessful candidates contact the Recruitment Department for 

feedback they will be referred to the Hiring Manager. 

9.7  Unsuccessful applicant details will be held for 12 months and then destroyed by 

shredding. 

 

INTERVIEW PROCESS 

 

10. VERIFYING IDENTITY 

 

10.1 It is vital that the identity of all candidates is reliably verified before they are engaged 

in work.  The recruitment team will inform all short-listed candidates of the 

requirement to bring two forms of ID, one of which must be photographic to the 

interview. This may be a: 

 valid passport 

 UK Driving Licence – (photo card accompanied by paper counterpart) 

 Valid photo ID card (EEA countries only) 

 HM Forces ID card 

10.2 The Chair of the Interview Panel will be responsible for checking the identity 

documents of all candidates attending for interview and indicating that this has been 

done on the Candidate Assessment Documentation. This can happen as part of an 

on-line interview e.g. MS Teams, Near Me, Zoom etc. 

10.3  Following a decision about the successful candidate the Recruitment Team will 
make further identity checks. These checks are designed to: 
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 Determine that the identity is genuine and relates to a real person 

 Establish that the individual owns and is rightfully using that identity. 

 Enable application to Disclosure Scotland for either Disclosure or PVG. 
 
At this point individuals will need to provide either of these two combinations: 
 

 Two forms of photographic personal identification and one document confirming 
their address; or 

 One form of photographic personal identification and two documents confirming 
their address. 

 

See appendices 3 and 4 for more information. 

10.4 If an individual seems genuinely unable to provide any acceptable photographic 

personal identification, then each of the following should be requested: 

 

 Two forms of non-photographic personal identification 

 Two documents confirming their address and 

 A passport-sized photograph 

All documents must be from a different source. In order to prove the identity of the 

individual photographs must be endorsed by someone who works in (or is retired from) a 

recognised profession or be a person of good standing in their community. 

They cannot be closely related to, or involved with, the person applying, they must have 

known the person concerned for at least two years and they must be in a position to be 

able to identify them.  They should write on the back of the photograph “I certify that this 

is a true likeness of (title and full name)” and add their signature and the date.  They 

should also provide a separate signed statement confirming that they have known the 

individual for more than two years and that the individual is who they claim to be.  This 

must contain their name, address and telephone number.  It is good practice to contact 

the signatory to authenticate the details of the statement. 

The recruitment team will check that both signatures match and should contact the 

signatory to authenticate the details of the statement. 

 

 

11. SELECTION ASSESSMENTS AND INTERVIEW 

11.1 The final stage of the process will be driven solely by the criteria detailed in the 

person specification for the post. 

11.2 All assessment and selection processes will include at least one competency based 

interview. Composition of the interview panel will vary according to the nature of the 

post but will involve a minimum of two people, one of whom will usually be the 

immediate Hiring Manager for the post. 

11.3 All members of the selection panel should have been formally trained in effective 

recruitment and selection methods and will be aware of the requirement to be fully 
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inclusive. (See Section 27.0 – Training). 

11.4 Each panel member will be able to access via Jobtrain, copies of the short listed 

candidates’ 

 Application forms 

 Candidate Assessment Form  

11.5 Panel members should meet prior to the interviews taking place in order to discuss 

the process and agree on questions to be asked. It is considered to be best practice 

to use a structured interview approach with specific, agreed questions to be asked of 

all candidates. 

11.6 If a short-listed candidate is personally known to a member of the interviewing panel 

and there may be a conflict of interest e.g. a relative, the interviewer may not take 

part in the interview of that candidate and a substitute panel member introduced. 

11.7 The use of additional assessment methods, e.g. presentation, typing test, etc., 

should be arranged to effectively coincide with the interview itself, both in venue and 

time allowed. The use of additional assessment methods must be made known to the 

short listed candidate when invited to interview. Advice should be sought from the 

Recruitment Manager with regard to the suitability of selection methods, as it is 

important that these are fair, do not unintentionally discriminate against particular 

individuals or groups and are relevant to the post. 

11.8 Notes of the interview should be kept by all panel members on the Interview 

Questions Record Sheet. The use of structured questions does not limit the right of 

each panel member to probe further when an answer is incomplete or leads to 

another related question. 

11.9 It is considered best practice to review each candidate at the conclusion of their 

individual interview rather than at the end of the interview process. Interviews should 

therefore be timed to allow for this to occur between candidates. 

11.10 At the end of the interview the Chair of the interview panel will inform all candidates 

of the next step in the appointments process following the conclusion of the 

interviews, e.g. when they will be notified of the outcome, whether this will be verbally 

or in writing. 

 

11.11 On completion of the interviews, the Chair will complete the appropriate               
documentation and upload the interview notes to each individual’s record on Job 
Train.  The Chair will also be expected to complete the offer form on Jobtrain for 
the successful candidate.  Only once this has been completed can the 
Recruitment team progress the offer.  

 

11.12 Documentation relating to the successful candidate will be retained on the 

recruitment system and also in the Personnel File. All written notes relating to the 

recruitment process, whether formal or informal, are covered by the General Data 

Protection Regulation, Data Protection Act 2018. Candidates may request sight of 
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any recruitment information relating to them. Such requests must be made in writing 

to the Recruitment Manager. 

11.13 Where nationally defined guidance for recruitment and selection exists for certain 

posts, e.g., consultant appointments, that guidance will be strictly adhered to in 

preference to any variance within this policy. 

 

12. INFORMING CANDIDATES OF OUTCOME 

Successful Applicant(s) 

12.1 The successful candidate should be telephoned as soon as possible by the Hiring 

Manager, and told they are the preferred candidate. The candidate should be 

advised that the offer will be conditional upon receipt of the following 

 Occupational Health clearance 

 Satisfactory employment references 

 Disclosure Scotland checks 

 Confirmation of current appropriate registration (where applicable) 

Under no circumstances should the Hiring Manager offer a salary at this stage. 

12.2 In circumstances where the preferred candidate rejects the offer of employment, the 

panel may revisit the remaining candidates and, if a further suitable candidate is 

identified, make an offer to the alternative candidate. 

12.3 Where internal candidates are successful, and following any necessary pre-

employment checks, a release date should be agreed between the Hiring Manager 

and the candidate’s present Line Manager, by personal discussion between the two. 

It is recommended that such a notice period does not exceed the contractual notice 

period of the successful applicant. 

PRE-EMPLOYMENT CHECKS  

13.    OFFERS OF EMPLOYMENT 

13.1 The Recruitment Team is responsible for issuing offers of employment which are 

conditional until all per-employment checks are completed satisfactorily.  

In addition, verification of professional registration and evidence of professional / 

educational qualifications is also required and must be confirmed once an offer of 

employment has been issued.  

13.2 Should a successful candidate wish to give notice to their current employer before all 

recruitment checks are complete, it must be made clear to the individual that, 

should any checks prove unsatisfactory and the offer of employment is withdrawn, 

their existing employer may not agree to rescind the notice given. 

13.3 The Board uses the national NHS contract of employment which cannot be 
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amended. Where special arrangements have been agreed with the successful 

candidate, these will be reflected in the accompanying offer letter, which the 

individual should be asked to sign as acceptance. 

14 Unsuccessful Applicants 

14.5 Where unsuccessful candidates request feedback on the selection process, this 

should be given verbally, by the Hiring Manager; using an objective approach and 

focusing on the candidate’s perceived development needs. Information about other 

candidates must not be divulged. If a candidate requests feedback in writing, the 

response from the Hiring Manager must be approved by the Recruitment Manager. 

14.6 It is vitally important that existing employees, who have been unsuccessful in an 

application for another post with the Board, at either short listing or interview stage; 

remain motivated to fulfil their current roles and extra care should be taken in 

explaining their current shortfalls and how these may be addressed. 

15 DISCLOSURE SCOTLAND CHECKS 

There are three certificates available under the Police Act 1997 Act. 

 Basic Disclosure – available to anyone for any purpose.  It contains details of 

convictions that are unspent under the 1974 Rehabilitation of Offenders Act or 

states that there are no such convictions.  This type of Disclosure is only issued to 

the applicant.  It is not job-specific or job-related.  Applicants make their application 

on line using a link issued by the Recruitment Team.   

 Standard and Enhanced Disclosure 

Standard Disclosure – available for roles that are excluded or excepted by the 2013 

Order.  It contains details of spent and unspent convictions under the 1974 Act, 

whether the individual is included in the sex offenders register or states that there is 

no information to disclose. 

Enhanced Disclosure – contains the information included in Standard Disclosures, 

and other relevant information which a Chief Officer or Chief Constable believes to 

be relevant to the position in question.  

 Protection of Vulnerable Groups (Scotland) Act 2007: Scottish Vetting and Barring 

Scheme creates the legislative framework for a strengthened, robust and 

streamlined vetting and barring scheme for those working with children and 

protected adults in Scotland.  

Any individual undertaking regulated work with children (under 18 years of age) 
and/or protected adults (a person aged 16 or over in receipt of certain healthcare, 
welfare or community care services) must be a member of the PVG Scheme.  
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It is an offence for an organisation to offer regulated work to someone who is barred 
or to fail to remove a person from regulated work if they have been notified that they 
are barred.   

The PVG will provide the employer with details of: 

 Unspent convictions 

 Spent convictions for certain offences 

 Unspent cautions 

 If the person is on the sex offenders register 

 Relevant information from the police force 

 Prescribed civil orders. 

 

15.1 Dependent upon the post, a criminal record check is carried out on each successful 

applicant at an appropriate level. No approach will be made to Disclosure Scotland 

without the written permission of the successful applicant who will be asked to sign 

and complete an application, giving authorisation for the check to be undertaken but 

equally, no appointment will be made without an appropriate disclosure check being 

carried out. 

15.2 Disclosure Scotland provides criminal history information on an individual to the 

organisation for offer of employment purposes under Part 5 of the Police Act 1997 

and the 2007 Act. The main objective of Disclosure Scotland is to help employers 

and other organisations make safer recruitment decisions and will provide criminal 

history information on anyone seeking employment in relevant posts or voluntary 

posts which involve positions of trust such as working with children and vulnerable 

groups. 

15.3 The Recruitment Manager will score any positive disclosures received using the risk 

matrix in Appendix 4. Depending on the score the Recruitment Manager will discuss 

the score with the relevant Executive Director, the Associate Director of HR and the 

line manager for the post. A decision will be taken in respect of whether or not the 

offer of employment is withdrawn. 

15.4 Disclosure information will be stored in secure conditions, in this instance all 

information pertaining to a disclosure is held within the HR electronic workforce 

system which includes the disclosure reference number and once a recruitment 

decision has been taken hard copy may be retained for a maximum period of 90 

days. This allows for any dispute regarding the accuracy of a disclosure or a 

recruitment decision to be made and considered. Hard copy disclosure information 

will thereafter be destroyed by suitable secure means, i.e. shredding.  No photocopy 

or other image of the disclosure information will be retained. 

15.5 Change of Role 

Any employee being promoted or transferring from a non-clinical to a clinical position 

will be required to undergo a further Enhanced Disclosure or PVG depending on the 

role. 

15.6 Rehabilitation of Offender 
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NHSGJ complies fully with the Code of Practice, issued by Scottish Ministers, in 

connection with the use of information provided to registered persons, their 

nominees and other recipients of information by disclosure Scotland under Part V of 

the Police Act 1997 and the 2007 Act, for the purposes of assessing applicants’ 

suitability for employment purposes, voluntary positions, licensing and other 

relevant purposes. We undertake to treat all applicants for positions fairly and not to 

discriminate unfairly against the subject of a Disclosure on the basis of conviction or 

other information revealed. If individuals have criminal convictions which do not 

legally prevent them from working with vulnerable groups, then a risk matrix 

approach is taken. Following a meeting with the individual and their line manager 

and depending on the score the Recruitment Manager will discuss the score with 

the relevant Executive Director, the Associate Director of HR and the line manager 

for the post. A decision will be taken in respect of whether or not the offer of 

employment is withdrawn. This can happen where the individual has multiple 

convictions and/or the reported convictions are very recent. 

15.7    Criminal Convictions 

15.7.1 Where it is identified that an individual has failed to disclose unspent (and where  

            appropriate, spent) criminal convictions, they will not be offered employment. 

 

15.7.2 In the case of regulated work, NHSGJ has the right to ask about vetting 

information.  Therefore, where a Scheme Record Update reveals that vetting                                    

information exists and where the individual refuses, without good reason, to                      

provide their copy of the last Scheme Record or consent for the Board to seek an     

upgrade to a new Scheme Record they will not be offered employment. 

 

15.7.3 Where an individual is barred from undertaking regulated work, they will not be 

offered employment in regulated work.  If NHSGJ is aware of an individual seeking 

to do regulated work from which they are barred, the police will be contacted. 

 

15.8 Volunteers will undergo similar checks. 

16. OVERSEAS STAFF - DISCLOSURE SCOTLAND CHECKS 

16.1 For staff recruited from abroad a Disclosure Scotland check may not provide a 

complete picture of an individual’s background. The Board will therefore carry out a 

Disclosure Scotland check, even if the individual claims never to have lived in the 

UK.  

16.2 Where an individual has lived or worked in another country for a cumulative period of 

12 months during the last 10 years, an Overseas Criminal Check will be carried out.   

for every country that meets these criteria. 

16.4 Where meaningful background checks cannot be carried out and sufficient assurance 

cannot be gained from other means, it might not be possible to employ the individual. 

This will be agreed by the Associate Director of HR/ Recruitment Manager and the 
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Hiring Manager once the appropriate risk assessment has been carried out, as 

detailed in the Board’s Disclosure Policy. This may in no way reflect on the honesty 

and integrity of the individual, just that the required background checks in the 

country/countries of residence prior to arriving in the UK were simply not possible. 

 
17. ENTITLEMENT TO WORK IN THE UK 

17.1 Whilst checking a candidate’s identity, it is also important to ensure that they are 

legally entitled to work in the UK in line with Home Office guidance. This is available 

at www.homeoffice.gov.uk. 

17.2 When checking if an applicant has the legal right to work in the UK, at least one 

document from the list at Appendix 2 must be used. 

17.3 It is not necessary to undertake a check on entitlement to work in the UK in relation 

to those placed in the Board for work experience or for training purposes where this 

is done through a recognized education provider. 

17.4 Volunteers will be required to undergo the same level of checks. 

18. WORK PERMITS AND STAFF RECRUITED FROM ABROAD 

18.1 If a prospective employee is not a British Citizen, they are likely to require a work 

permit. There are certain exceptions including: 

 a Swiss national 

 a family member of an EEA or Swiss national who is in the UK exercising their 
treaty rights, or a family member of an EEA or Swiss national who intends to join 
them in, or is travelling with them to, the UK 

 a citizen of Gibraltar 

 a Commonwealth citizen with permission to stay in the UK on the basis of UK 
ancestry. 

18.2 It is the responsibility of the Recruitment Team to apply for and arrange payment of 

the application for a Certificate of Sponsorship (COS). COS cannot be transferred 

between jobs or employers. 

18.3 Following a radical reform of the UK immigration system there is a new requirement 

for employers to have a Licence in place before employing Overseas Workers 

under Tier Two of the Points Based System – the replacement to the Work Permit 

system. NHSGJ is an accredited licence holder and designated members of the HR 

team are responsible for issuing a Tier 2 Certificate of Sponsorship, subject to the 

applicant meeting the required criteria. 

19 VISAS 

19.1 Nationals of Overseas countries may need entry clearance before they can travel to 

the UK. The entry clearance process is carried out by UK Home Office 

http://www.homeoffice.gov.uk/
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19.2 It is the responsibility of the appointed individual to obtain and meet the cost of any 

visa required. Further information on whether the individual needs to apply can be 

obtained from www.ukvisas.gov.uk.   
 

 20 LANGUAGE COMPETENCY 
 

Most roles within the Board will involve a requirement for individuals to possess a 
certain level of verbal and/or written communications skills, and as such may require 
that they have a particular level of proficiency in the English language.  Where it is 
necessary for the satisfactory performance of that role this should be included in the 
essential criteria for the role.   

Where there exists a doubt about an applicant’s ability to communicate clearly with 

patients or colleagues (for example where English is not their first language) testing 

should be considered.  It should not be used systematically in the case of all 

applicants.  

 

 

21. QUALIFICATIONS AND/OR PROFESSIONAL REGISTRATION 

21.1 The recruitment team will verify professional registration during the recruitment 

process to ensure that: 

 the individual is appropriately registered 

 the registration is current 

 there are no current restrictions on the individual’s right to practice 

 the individual is not subject to any ongoing investigation which the regulatory body 
has a duty to disclose. 

 

This information will be recorded on the HR System (eESS). 

 

Once the individual has commenced employment this responsibility will move to the 

line manager who has a responsibility to check that the registration has not lapsed, 

been lost or suspended in line with the Professional Registration Policy and Procedure. 

21.2 Original educational certificates must be viewed to ensure they have not been 

tampered with – photocopies are not acceptable. 

21.3 It is not always sufficient to consult the regulatory body’s website to confirm fitness to 

practice information and in some cases it will be necessary to contact the regulatory 

body. A copy of the appropriate verification will be retained in the individual’s 

personnel file and recorded on the HR information system. 

21.4 Where an individual is required to drive in order to carry out their normal duties they 

must hold a license valid in the UK covering the appropriate classes of vehicle.  If, 

during the course of their employment, this changes – because of health – the 

matter should be progressed according to the Management of Employee Capability 

Policy.  Where the individual has been disqualified for driving, this should be 

considered in accordance with the Management of Employee Conduct policy. 

http://www.ukvisas.gov.uk/
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22. AGENCY STAFF 

22.1 If pre-appointment checks are designated to an agency, the Hiring Manager must 

satisfy themselves that these checks and processes are carried out to the standard 

required. The Scottish Government has also issued guidance on the appointment of 

locums under the title Code of Practice in the Appointment and Employment of 

Locum Doctors. 

22.2 The use of all national contracts is mandatory for Health Boards. In the case of 

agency labour, Hiring Managers should ensure continuity is maintained by the use 

of recognised contract staff if required. Names of National Contract suppliers is 

available from the Materials Management department. 

22.3 The Board is ultimately responsible for pre-employment checks and for monitoring 

and auditing agencies to ensure appropriate pre-employment checks are carried 

out. In order to ensure patient safety, any agency not complying with the required 

standards must not be used. 

 
23. REFERENCES 

23.1 Satisfactory references covering at least two years of previous employment/training 

history are required. 

23.2 The candidate is required to supply details of referees on their application form. 

Ideally this will be from two separate employers (where possible) one of which 

must be from the applicant’s current or most recent employer. Where an 

individual has been with one employer for two years or more, one reference may 

be sufficient. Where the applicant has had more than two employers in the 

preceding two years, additional references should be sought. Referees must 

have worked directly with the candidate and hold a supervisory/managerial 

position. 

23.3 Referees will be requested to reply to a standard reference request letter.  A copy of 

the job description for the post will be included with all reference requests to enable 

referees to comment on the individual’s suitability in terms of performance, skills 

and ability. 

23.4 Depending on the individual’s circumstances, additional references may also be 

required. If: 

 an individual has been overseas for a single spell of 3 months or more, or a 
cumulative total of 6 months or more, every effort should be made to obtain a 
reference from the overseas employer; 

 an individual has been in full time education; a reference should also be obtained 
from the relevant academic institution; 

 an individual has served in the Armed Forces or Civil Service during the previous 3 
years, employer’s references should be obtained from the relevant service or 
department. 

 
Should a candidate not be able to provide the above additional references, the 
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Recruitment Manager will work with the individuals and the recruitment team to source 
the most appropriate reference based on their individual circumstances.  

   NEWSTART PROCESS  

24.  PERIOD BETWEEN OFFER OF EMPLOYMENT AND START DATE 

24.1 During this period, it is important that a positive and professional relationship is 

maintained with the individual, and that lines of communication are available for the 

individual to raise any queries. Therefore, the Recruitment team will keep in touch 

with the individual regularly to keep them informed of progress. 

 

24.2 Once all employment checks are complete, the Recruitment Team will agree a start 

date with the Hiring Manager. The Recruitment team will also: 

 Confirm the start date in writing to the candidate 

 Book the employee onto the Corporate Induction 

 Request that the candidate arranged to visit the Recruitment department on their 
first working day to complete payroll documentation 

 

 25 INDUCTION 

25.1 All new members of staff will attend a corporate induction session in addition to local 

induction arrangements. These events may be virtual. 

26   PERSONNEL FILES 

26.1 A Personnel File will be opened for every successful candidate which will contain 

details of the individual’s employment record during the course of their employment. 

This information will also be held on the confidential HR database. Particular regard 

will be paid to the requirements of the General Data Protection Regulation, Data 

Protection Act 2018 and the Equality Act 2010. 

Separate employment records, except for sickness absence records, must not be 

kept by Hiring Managers, except where relevant and necessary, e.g. telephone 

number and address for emergency contact may be held. Line Managers may 

keep a diary record or other notes about informal meetings in the department or 

area where the member of staff works. Such data must be kept confidentially and 

securely. 

26.2 Personnel Files will be held securely and confidentially and will be held in a 

computerised system with access limited to the members of the HR team and line 

managers. 

26.3 Under the General Data Protection Regulation, Data Protection Act 2018, members 

of staff have the right to view information held on their Personnel records, whether 

manual or computer based. 

26.4 If a member of staff wants to obtain copies of information held on their Personnel file 
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they should speak with the Board’s Information Governance Manager who will be 

able to support them with their request. The General Data Protection Regulation, 

Data Protection Act 2018and the Recruitment and Selection Data Protection Code 

of Practice (2002) does not give staff the right to simply request copies of all 

information held on them and the Board has the right to ask for identification of 

specific data of which the member of staff requires copies. The Director of Human 

Resources must comply with any such request within 40 days of receiving it. 

 

26.5 The Board is responsible for the content of any employment reference provided to 

another organisation in respect of a member of staff. Managers who complete 

reference requests on behalf of members of staff must take care that they answer 

questions honestly as their reference will have a direct impact on the employee’s 

ability to secure a new role.  If there are any concerns or questions Managers 

should contact the Recruitment Manager for guidance prior to providing a 

reference.  A copy of the reference should be retained for the individual's 

personnel file for future reference. 

 

 Managers may, if requested, provide a personal character reference for a member 

of staff – any such reference will not be given on the Board’s headed paper. 

 

27   TRAINING 

27.1 All members of staff who are required to be involved in recruitment and selection 

processes will be appropriately trained. It is the responsibility of any Board 

employee, whose role includes recruitment and selection, to ensure that they 

attend the values based training sessions which are delivered frequently within the 

Board. 

27.2 Regular Equality and Diversity awareness sessions are held within the organisation 

and this will form part of the requirement for training for managers involved in the 

recruitment process. 

27.3 Training support is also available for all staff applying for internal posts. 

28   MONITORING AND REVIEW OF POLICY 

The application of this Policy will be monitored jointly by the Associate Director of 
HR and the Partnership Forum to ensure equitable treatment of all employees. 

This policy and procedure has been assessed for relevance and screened for 
equality impact, to identify and mitigate, where possible, any potential for the policy 
and procedure to have differential impact on employees having regard to their 
differences, such as ethnicity, gender, disability, age, sexual orientation, religion, 
literacy or belief. 

This policy will be monitored, reviewed and evaluated every three years by the 
Partnership Forum or equivalent, taking into consideration legislative changes and 
developments in good practice to ensure it meets the needs of all employees.  
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References: 

 PIN Guideline – Safer Pre and Post Employment Checks (March 
2014) 

 The Equality Act 2010 

 Fair for All – HDL (2002)51 

 NHSGJ Embracing Equality, Diversity and Human Rights Policy 

 General Data Protection Regulation, Data Protection Act 2018 

 Data Protection Act 1998 

 Recruitment and Selection Code of Practice (2002), issued under 
the Data Protection Act 1998 

 UK Border Agency 
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Appendix 1 

 

 

The table overleaf represents the minimum standards in terms of the pre-
employment checks to be carried out.  However, it is recognized that additional 
checks may be required depending on the individual role. 
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Pre Employment Checks 

Category of worker Verification 

 of Identity 

Entitlement 

to Work (1) 

Criminal 

Convictions 

Qualifications Language 

Competency 

Professional 

Registration 

References 

 (2) 

Pre  

Placement 

Health 

Clearance  

(3) 

Secondary  

Work Activity  

(4) 

New Permanent/ 
Fixed Term  

Board  

Employees 

Yes Yes Depends 

 on role 

Depends on  

Role 

Depends on  

Role 

Depends on 
role 

Yes Yes Yes 

Existing  

Permanent/  

Fixed Term  

Employee  

changing role  

Within the Board 

Where the pre placement checks required for the new role are the same as those previously required, and where it 
can be evidenced that those checks have been undertaken satisfactorily, there is no requirement to repeat those 
checks as part of this further pre placement process (although please note relevant footnotes below). 

Bank staff Yes Yes Depends on  

Role 

Depends on  

Role 

Depends on  

Role 

Depends on 
role 

Yes Yes Yes 

 
1 In the case of those engaged in paid work, ongoing “entitlement to work” checks will be required following placement until such 
times as the individual has indefinite leave to remain and work.  Similarly, organizations should ensure that there is no subsequent 
breach of any restrictions in terms of the type of work an individual can do or the amount of hours they can work.  

2 While pre placement health clearance may be required in all cases with the exception of individuals on work experience, the 
extent of the clearance process will depend upon the role. 

3 All have a duty to declare during the pre-placement process, and thereafter, any potential or actual conflict of interest. 
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Appendix 2 

 

List of Acceptable Documentation for Verification of Identity 

 

Documents marked with * must be dated within the last 3 months (unless there is a good 
reason for it not to be – e.g. clear evidence that the person was not living in the UK for 
three months or more).  These documents must contain the name and address of the 
applicant. 

 

Documents marked with ** must be dated within the last 12 months. 

 

Acceptable photographic personal identification 

 

 UK (Chanel Islands, Isle of Man or Irish) passport or EU/other nationalities 
passport 

 Passports of non-EU nationals, containing UK stamps, a visa or a UK residence 
permit showing the immigration status of the holder in the UK 

 UK full or provisional photo-card driving license (must include paper counterpart) 
or an EU/other nationalities full photo-card driving license (providing that the 
person checking is confident that non-UK photo-card driving license are bona 
fide). 

 ID cards carrying the PASS accreditation logo (UK) for example a UK Citizen ID 
card.  This card can be applied for by residents of the UK and is verifiable with 
similar security marks to passports and driving licenses. 

 An EU national ID card and/ or other valid documentation relating to immigration 
status and permission to work – a current Biometric Resident Permit (formerly the 
Identity Card for Foreign Nationals) is acceptable. 

 An HM forces photo-ID card is acceptable but employers should bear in mind that 
such cards must be surrendered upon leaving the forces so only those 
individuals currently in the forces will hold such a card. 

 

Acceptable documents for confirmation of address include: 

 

 Utility bill (gas, water, electricity or phone), or a certificate from a utility supplier 
confirming the arrangement to pay for the services on pre-payment terms at a 
fixed address.  More than one utility bill may be accepted if these are from two 
different suppliers and utility bills in joint names are also permissible. * 

 Local authority tax bill (i.e. council tax) ** 

 UK full or provisional photo-card driving license (must include paper counterpart) 
or a full old style paper driving license (if not already presented as a personal ID 
document).  Old style provisional driving licenses are not acceptable. 

 Most recent HM Revenue & Customs tax notification (i.e. tax assessment, 
statement of account, notice of coding). A P45 or P60 is not acceptable. ** 

 Financial statement (e.g. bank, building society, credit card or credit union 
statement) containing current address. * 

 Mortgage statement from a recognized lender. ** 

 Local council rent card or tenancy agreement. * 

 Benefit statement, book or card; or original notification letter from Department of 
Work and Pensions (DWP) confirming the rights to benefit (e.g. child allowance, 
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pension). ** 

 Confirmation from an electoral register search that a person of that name lives at 
the claimed address. * 

 

Acceptable non-photographic proof of personal identification documents:  

 

 Full birth certificate (UK & Channel Islands) issued at the time of birth, including 
those issued by UK authorities overseas, such as Embassies, High Commissions 
and HM forces. 

 Full birth certificate (UK & Channel Islands) issued after the time of birth by the 
General Register Office/relevant authority, for example, Registrars. 

 UK full old style paper driving license.  Old style provisional driving licenses are 
not acceptable. 

 Residence permit issued by the Home Office to EU nationals on inspection of 
own-country passport. 

 Adoption certificate 

 Marriage/civil partnership certificate 

 Divorce/annulment or civil partnership dissolution papers. 

 Deed poll certificate 

 Police registration document 

 Certification of employment in HM Forces 

 Benefit statement, book or card, original notification letter from the DWP 
confirming legal right to benefits (e.g. child allowance, pension). ** 

 Most recent tax notification from HM Revenue and Customs (i.e. tax assessment, 
statement of account, notice of coding, P45 or P60 document). ** 

 UK firearms certificate 

 Grant letter or student loan agreement from a Local Education Authority 

 

When appointing someone who has recently left school or further education, in 
addition to photographic personal identification, employers should ask for at least 
one of the listed documents below as sufficient proof of their identity: 

 

 Full birth certificate (UK & Channel Islands) issued at the time of birth, including 
those issued by UK authorities overseas, such as Embassies, High Commissions 
and HM Forces. 

 Full birth certificate (UK & Chanel Islands) issued after the time of birth by the 
General Register Office/relevant authority, for example, Registrars. 

 National Insurance (NI) number card or proof of issue of an NI number. 

 A letter from their Head Teacher or College Principal can be requested, verifying 
their name and any other relevant information, for example, address or date of 
birth. 

 

If the applicant has changed their name recently and cannot provide ID documents 
in their own name, employers must only accept identity documents in the 
applicant’s previous name where they are able to provide documentary evidence of 
the recent name change because of: 

 

 Marriage/civil partnership (i.e. marriage/civil partnership certificate). 

 Divorce/civil partnership dissolution (i.e. decree absolute/civil partnership 
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dissolution certificate). 

 Deed poll (i.e. deed poll certificate) 
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 Appendix 3 

 

Good Practice Guidance on Checking the Validity of Documentation 

 

General 

 Check to ensure that documents are genuine and have not been tampered 

with. 

 Check to ensure that the documents belong to the individual. 

 Check that any photographs, where available, are consistent with the 

appearance of the individual. 

 Check the biographical details (i.e. name, and, where available, date of birth) 

are consistent across documents. 

 In the case of date of birth details, check that these correspond with the 

appearance of the individual. 

 If the individual produces two documents which have different names, ask for 

a further document to explain the reason for this (e.g. a marriage certificate, 

divorce decree absolute, deed poll document or statutory declaration). 

Specific Checks 

Passports (UK or overseas) 

 Check the general quality and condition. Look out for page substitution, 

incorrect numbering of pages, and damage to the cover or spine of the 

document, or poor paper or print quality. 

 Check that print is clear and even – print processes are deliberately complex 

on genuine documents. 

 Check wording, issue and expiry dates – spelling mistakes are common in 

forged or counterfeit documents, especially on stamps and visas. Forgers 

often only alter the expiry date so ensure this corresponds with the issue date. 

 Check for damage – accidental damage is often used to conceal tampering so 

treat any excessive damage with caution. 

 Check photographs for size, signs of damage or for excessive glue – this 

could indicate photo substitution. An excessively large photograph may be 

hiding another photograph underneath. There should also be an embossed 

strip embedded into the laminate, which will catch a portion of the photograph. 

 Check that watermarks can be clearly seen when holding the document up to 

the light. 

 Check the name of the country of origin. Unofficial travel documents in the 

name of non-existent countries, or countries no longer known by their original 

name, are in circulation. 
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Visas 

 Check for signs of alteration to the passport number or personal and issue 

details. Make sure details correspond with information in the passport. 

 Check that security features, such as watermarks, are intact. 

 Check image on the visa for signs of substitution. 

 Check wording for evidence of alteration or spelling mistakes. 

 

Biometric Residence Permits 

 Check the permit number on the front of the card in the top right corner – it 

should start with two letters followed by seven numbers. The permit number 

should not be raised; it should feel smooth when you run your fingers across it. 

 Photographs will always be in greyscale. 

 Check the security features at the back of the permit. This should be a raised 

design incorporating the four national flowers of the UK, which can be seen 

clearly by shining a light across the card. 

 The permit should be the size of a credit card; it willfeel slightly thicker than a 

driver’s license and will have a distinctive sound when flicked. 

 If you have any concerns about the validity of a biometric residence permit, or to 

access the online checking service, contact UKBA. 

 

Photo-card driving licenses 

 Examine the license carefully, looking for any damage or adjustments. 

 Ensure that the printed details have not been changed. 

 Check that watermarks and security features are intact. 

 Photographs will always be in greyscale. 

 Check that the paper counterpart document is printed on both sides, and that 

details correspond with those on the photo-card, and compare the signature. 

 Ensure the valid-to date is the day before the owner’s 70th birthday (if the owner 

is over 70 this does not apply). 

UK Citizen Card photo-card 

 Check the card has the PASS (Proof of Age Standards Scheme) hologram. This 

signifies that the card is genuine and is recognised as valid ID under the law. 

 Every Citizen Card displays UV (ultraviolet) markings in the form of two ‘100% 

proof’ logos. 

 

Birth certificates 

 Check the quality of paper used; genuine certificates use a high grade. 

 When the document is held up to the light there should be a visible 

watermark. 

 Any signs of smoothness on the surface might indicate 

that original text has been washed or rubbed away. 

 There should be no signs of tampering, changes using liquid paper, 

overwriting or spelling mistakes. 

 Ensure that the date of birth and registration/issue dates are provided. 

Other supporting verification of identify documentation 

 Check that documents have not been printed off from online bills or 

statements – most companies will provide hard copies to customers on 
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request. 

 Check that the document is on original quality letterhead paper. Pay particular 

attention to the company logo, as logos lose their quality when photocopied or 

scanned. 

 Check for even folds on original documents – the vast majority of bills are 

machine folded before being sent to customers. 

Qualifications 

 Contact the awarding body directly, where possible, to confirm the applicant’s 

attendance, course details and grade awarded. 

 Where individuals have obtained qualifications from institutions out with the 

UK, check that this qualification exists, that it is equivalent to the stated UK 

qualification and that the prospective employee does, in fact, hold the 

qualification. These checks should be carried out directly with the awarding 

institution where possible. Where this is not possible, you should seek 

advice from the relevant country’s UK Embassy, Consulate or High 

Commission. The National Recognition Information Centre for the United 

Kingdom (UK NARIC) provides a service whereby such qualifications can be 

compared to the UK’s qualification frameworks. 

References 

 Check that the organisation exists (using the phone book, internet or business 

directories). 

 Phone or email the HR department to verify that employment dates and 

information are correct. 

 All hard copy references should be on headed company paper (or include the 

referee’s company stamp where a standardised form is used) or, where 

emailed, should be from an authenticated company email address. 
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Appendix 4 RISK SCORING

Candidate Name

Taking into account the following, attach the the attributable scoring and add each score from 

Section A+B+C+D to give an indication of Low, Medium, Medium to High, or High Risk.

A. Nature of Offence B. When the Offence Occurred C. The age of the Applicant When the Offence Occurred D. Mulitiple Offences

A. Nature of the Offence - Scale 1-10

< 2 Years 3 2 - 5 Years 2 >5 years 1

Murder 10 Burglary 4

Obstruction of 

Justice 2

Driving under the 

influence of Drugs 7

Manslaughter 10 Arson 4 Bribery 3

Other Drug Offences 

(Possesion/Dealing/Usin

g) 7 >30 Years 3 21-30 Years 2 <21 1

Sexual Assault 10 Theft 3 Perjury 2

Driving Under the 

Influence of Alcohol 5

Rape 10

Embezzlement/Fra

ud 3 Speeding Offence 1 4+ 3 2 to 3 2 1 1
Assault with 

GrIevous Bodily 

Harm 10 False Pretences 2

Driving Through Red 

Light 1

Assult with Bodily 

Harm 5 Extortion 2 Not Wearing a Seatbelt 1

Common Assault 2 Forgery 2 No Car Tax/Ins 1 OUTCOMES

Breach of the 

Peace/Section 5 of 

the Public Order Act 1 Computer Crime 3 No T.V.Licence 1 Appoint the candidate

Find out further information 

and consider if severity 

warrants referral to the 

Associate Director of HR

Forward to the Associate 

Director of HR for 

consideration

Do Not Appoint

4 (min score) LOW RISK

5 to 7 MEDIUM RISK

8 TO 11 MEDIUM TO 

HIGH RISK

Crime Against A Person Crime Against Property Crime Against Justice Other Areas of Common Law

12> HIGH RISK

SCORE

B. When The Offence Occurred - Scale 1-3

C. Age of The Applicant When The Offence Occurred Scale 1-3

D. Multiple Offences- Scale 1-3

TOTAL SCORE FOR THIS APPLICATION


