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CRIMINAL CONVICTIONS DECLARATION FORM

	INSTRUCTIONS FOR COMPLETION


To be completed by individuals who are selected for posts that DO NOT involve regular contact with children and/ or vulnerable adults or which are not involved in the administration of the law or certain other sensitive areas and professions. 

	ADVISORY NOTE ON THE Rehabilitation of Offenders Act 1974 (Exclusions & Exceptions) (Scotland) amended Order 2015


	(A) CANDIDATES PREVIOUSLY CONVICTED OF A CRIMINAL OFFENCE

The Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions)(Scotland) Amendment Order 2015 as amended came into effect on 10 September 2015 and enables you to withhold information on your criminal record once a period of time has lapsed from the date of your conviction. Provided you have not been convicted for another offence, your conviction is said to become spent and for the purposes of employment, it can be treated as though it never existed. For details of when a conviction is considered “spent” please refer to the table overleaf.
Please note that the questions below have been specifically excluded from job application form to protect your confidentiality and that if you answer “YES” to the declaration(s), the subsequent details that you supply in the declaration below, will be treated in strict confidence and will not automatically exclude you from further consideration for this or any other post.

The main categories of exempted positions in the Council are those undertaking regulated work with children or protected adults or both; those involved in the administration of the law; and senior managers in banking and financial services and higher level disclosure checks are undertaken. You are required to disclose any unspent convictions or cautions and any spent convictions for offences included in Schedule A1, ‘OFFENCES WHICH MUST ALWAYS BE DISCLOSED’ of the Rehabilitation of Offenders Act (Exclusions and Exceptions) (Scotland) Amendment Order 2015.

There may be occasions where you are of the view that certain spent convictions should NOT be disclosed for exempted positions in light of the Disclosure Scotland guidance at 

https://www.disclosurescotland.co.uk/about/SummaryofChanges.htm
Please note that you are not required to disclose spent convictions for offences included in Schedule B1, ‘OFFENCES WHICH ARE TO BE DISCLOSED SUBJECT TO RULES’ until such time as they are included in a higher level disclosure issued by Disclosure Scotland.

Convictions within the Armed Forces, outwith the United Kingdom or disciplinary action by certain professional bodies should also be included below – unless they are regarded as “spent” under the Act.

If you are in any doubt as to the correct answers to be given, it is recommended that you take advice from a suitable person, e.g. Solicitor, Trade Union Representative, Citizens Advice Bureau or call the SACRO helpline.
(B) CANDIDATES WITH NO PREVIOUS CONVICTIONS 

Candidates with no previous convictions and with no criminal court case(s) pending should also complete the relevant sections below.



	PERSONAL DETAILS

	First Name: 


	 
	Surname:
	                 

	Previous Names: 


	     

	Date of Birth: 


	     
	Place of Birth:
	                 

	PRESENT ADDRESS

	NO. STREET
	TOWN
	COUNTY
	POST CODE
	YEAR FROM
	YEAR 

TO 

	     

	     
	     
	     
	     
	     

	PREVIOUS ADDRESSES

	NO. STREET
	TOWN
	COUNTY
	POST CODE
	YEAR FROM
	YEAR 

TO

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	Please use an additional page, if necessary 


	DECLARATION  -  Read the advisory note above before answering the declaration.


	1. Have you ever been convicted of a criminal offence?           


	YES  FORMCHECKBOX 
  
	NO  FORMCHECKBOX 


	2. Do you have a court appearance pending or have you been charged by the Police for a criminal offence?
	YES  FORMCHECKBOX 
  
	NO  FORMCHECKBOX 


	If you answered YES to either question above, please supply the following details: 

	DATE
	COURT
	DETAILS OF OFFENCE
	SENTENCE

	     
	     
	     
	     

	     
	     
	     
	     

	
	
	
	

	     
	     
	     
	     

	Please use an additional page, if necessary 

	HOW LONG BEFORE A CONVICTION IS CONSIDERED ‘SPENT’? 

	The main sentences and the time it takes for them to become spent are listed below.  Generally, how long it takes for a conviction to become spent depends on the sentence given and how old you were when convicted.  For a custodial sentence, the length of time actually served is irrelevant, the rehabilitation period is decided by the original sentence and commences on the date of conviction. SENTENCES OF MORE THAN 2 ½ YEARS CAN NEVER BE SPENT. If you have many convictions, your first conviction may not become spent until the last one does.  
If in any doubt an applicant should contact a solicitor, trade union representative, citizens’ advice bureau or call the SACRO helpline. 



	SENTENCES WITH FIXED REHABILITATION PERIODS
	REHABILITATION PERIOD

	
	People aged 18 or over when convicted
	People under 18

when convicted

	Sentence of discharge with public disgrace or dismissal with disgrace from her Majesty’s Service
	10 Years
	5 Years

	Sentence of dismissal from her Majesty’s Service
	7 Years
	3 Years 6 Months

	Any sentence of detention in respect of a conviction in Service disciplinary hearings whilst in Her Majesty’s Service
	5 Years
	2 Years 6 Months

	Prison (immediate or suspended sentence) or youth custody 

More than 6 months and not exceeding 2 years 6 months
	10 Years
	5 Years

	Prison (immediate or suspended sentence) or youth custody

6 months or less
	7 Years
	3 Years 6 Months

	Fine, compensation, probation, community service or combination order
	5 Years
	2 Years 6 Months

	Absolute Discharge/ Admonished
	6 Months
	6 Months

	SENTENCES WITH VARIABLE REHABILITATION PERIODS
	REHABILITATION PERIOD

	Probation
Sentence before 5 February 1995 (under Rehabilitation of Offenders Act 1974)
	Until the Oder expires (with a minimum of one Conditional Discharge year) 

	Probation (now known as Community Payback order)

Sentence 5 February 1995 or after (under Criminal Justice and Public Order Act 1994)
	5 years 
	2 Years 6 Months

	Attendance Centre Orders
	1 Year after the order expires

	Hospital Orders (with or without a Restriction Order)
	5 Years or 2 Years after the order expires (whichever is longer)

	Orders imposing a Disqualification, Disability or Prohibition
	Until the order expires

	SENTENCES ON YOUNG OFFENDERS
	REHABILITATION PERIOD

	Borstal (replaced by youth custody in May 1983):
	7 Years

	Detention Centres (over 6 months):
	5  Years

	Detention Centres (under 6 months):
	3 Years

	DECLARATION

	(A) I have read the Advisory Notes on the Rehabilitation of Offenders Act

(B) I have not withheld information that may affect my application for appointment

(C) I understand that, if appointed, false information or omissions may lead to dismissal

(D) The information supplied above may be verified by the Council

Signature…     ……………………………………………                .Date…     …………………


Data Protection: Inverclyde Council is obliged to comply with current Data Protection Laws and will use this information for the purposes of  processing your personal information for the performance of a contract with you and related purposes. 

Further information can be found at www.inverclyde.gov.uk/privacy 
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