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CRIMINAL CONVICTION SELF DECLARATION FORM





ABOUT THE VACANCY
	Post Applied For:
	



We ask all applicants to give us information of previous convictions.  Having a previous conviction does not automatically bar you from working with the Rock Trust but it will help us, in discussion with you, decide if the post you have applied for is suitable.  All information given here will be kept in a secure cabinet which can only be accessed by authorised staff.

Under the terms of the Rehabilitation of Offenders Act 1974 you are entitled to withhold information about any convictions against you which are now '‘spent'’.  Please see the next sheet for full details about this.

You may only withhold information on “spent” convictions.  

Please ask us if you need any help completing this section of the form and we will be happy to assist you.

	Conviction
	When Occurred?

	

	


	

	


	

	


	

	


	

	


	
Criminal Convictions Pending
	


	

	


	

	

	

	


	

	


	

	







I declare that, to the best of my knowledge, the above information is correct and I realise that false information or wilful omissions may lead to the immediate suspension of my work with the Rock Trust.  Where the role applied for relates to volunteering, I understand that if I take up a volunteer opportunity and it is found that I have deliberately given false information or wilful omissions may lead to the voluntary opportunity being withdrawn.


	Name:
	

	
Signature:
	

	
Date:
	




Please seal the completed self-declaration form and return it along with your application to the Rock Trust.  It is important that the forms are kept separate.  Your completed self-declaration form will only be seen by those individuals in the Rock Trust who have a responsibility for recruiting staff and volunteers.



[bookmark: _GoBack]Your Personal Data

What we need
The Rock Trust will be what is known as the controller of the personal data you provide to us. The Rock Trust’s company registration is 146616 and its registered address is 55 Albany Street, Edinburgh EH1 3QY

Unless otherwise agreed with you we will only collect basic personal data about you which does not include any special categories of personal information about you (often referred to as “sensitive personal data”). This information does, however, include the likes of your name, address and email address.

Why we need it
We recognise the contribution that ex-offenders can make as employees and volunteers and welcome applications from them. A person’s criminal record will not, in itself, debar that person from being appointed to this post. Suitable applicants will not be refused posts because of offences which are not relevant to, and do not place them at or make them a risk in, the role for which they are applying.

All cases will be examined on an individual basis and will take the following into consideration:
 
· Whether the conviction is relevant to the position applied for.
· The seriousness of any offence revealed.
· The age of the applicant at the time of the offence(s).
· The length of time since the offence(s) occurred.
· Whether the applicant has a pattern of offending behaviour. 
· The circumstances surrounding the offence(s) and the explanation(s) offered by the person concerned.
· Whether the applicant's circumstances have changed since the offending behaviour.

It is important for you to know that failure to disclose all unspent convictions could result in disciplinary proceedings or dismissal. 

What we do with it
If you are unsuccessful at any stage of the recruitment process, we will immediately destroy this form.  If you are successful with your application, we will review the information you have provided to ensure that there are no risks associated with appointing you. All the personal data we hold about you will be processed by our staff in the United Kingdom and no third parties will have access to your personal data unless there is a legal obligation for us to provide them with this. Please be aware, however, that your information will be stored electronically on a cloud based system whose servers are located within the European Union.

We take all reasonable steps to ensure that your personal data is processed securely and more information on this is available from the controller.

How long we keep it
If there is no information on the form then the form is immediately destroyed. If there is a conviction declared and you have been appointed then your form is kept on your personnel file for six months after the date of employment. After this time it is destroyed.
 
What are your rights
If at any point you believe the information we process on you is incorrect you can request to see this information and have it corrected or deleted. 

If you wish to raise a complaint on how we have handled your personal data, you can contact us to have the matter investigated. admin@rocktrust.org (Please mark your email “data protection complaint”)
If you are not satisfied with our response or believe we are processing your personal data not in accordance with the law you can complain to the Information Commissioner’s Office https://ico.org.uk/
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