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SCREENING POLICY – and PRACTICE

General Policy Principles and How They Relate to Everyday Practice
TLTP has recently reappraised its vetting procedures, particularly those which relate to the screening of individuals who may be engaged by client labour-users in sensitive / high-risk positions. Many of our group’s workers have access to children whilst others are responsible for valuables. What this means in practical terms is that TLTP invariably has a duty of care to labour-users and third parties including our clients’ own customer-base and their stakeholders as well as members of the public. 
The owners of TLTP are hands-on executive directors. One of them may be found, without fail, on the premises throughout every working day. They are keenly aware of their answerability should they or any member of the organisation make a bad hiring decision and, after two decades of combined experience in HR, they feel that TLTP’s screening processes are demonstrably above reproach. The company’s performance demonstrates that their confidence is justified.
Our Unique Position Gives Us Leverage in Respect of Screening – Police National Computer Checks

Because TLTP supplies workers to client organisations that have statutory obligations to have all of their staff checked then we are being able to offer all of our clients the reassurance that each of our workers have full CRB check clearance. 
Day-to-Day Familiarity with the Checking Process

As an organisation which deploys workers in sensitive roles we make hundreds of ‘full disclosure’ checks every year with the Criminal Records Bureau (CRB). TLTP complies fully with the CRB Code of Practice regarding the correct handling, use, storage, retention and disposal of disclosures and disclosure information. It also complies fully with its obligations under the Data Protection Act 1998 and other relevant legislation pertaining to the safe handling, use, storage, retention and disposal of disclosure.
What follows below details the way in which all checks are made, whether through the CRB or the PNC.

Storage and Access

Disclosure information should be kept securely, in lockable, non-portable, storage containers with access strictly controlled and limited to those who are entitled to see it as part of their duties.
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Handling

In accordance with section 124 of the Police Act 1997, disclosure information is only passed to those who are authorised to receive it in the course of their duties. We maintain a record of all those to whom disclosures or disclosure information has been revealed and it is a criminal offence to pass this information to anyone who is not entitled to receive it.

Usage

Disclosure information is only used for the specific purpose for which it was requested and for which the applicant’s full consent has been given.

Retention

Once a recruitment (or other relevant) decision has been made, we do not keep Disclosure information for any longer than is necessary. This is generally for a period of up to 12 months, to allow for the consideration and resolution of any disputes or complaints. If, in very exceptional circumstances, it is considered necessary to keep disclosure information for longer than 12 months, we will consult the CRB about this and will give full consideration to the data protection and human rights of the individual before doing so. Throughout this time, the usual conditions regarding the safe storage and strictly controlled access will prevail.

Disposal

Once the retention period has elapse, we will ensure that any disclosure information is immediately destroyed by secure means, i.e. by shredding, pulping or burning. While awaiting destruction, disclosure information will not be kept in any insecure receptacle (e.g. waste bin or confidential waste sack). We will not keep any photography or other image of the disclosure or any copy or representation of the contents of a disclosure. However, notwithstanding the above we may keep a record of the date of issue of a disclosure, the name of the subject, the type of disclosure requested, the position for which the disclosure was requested, the unique reference number of the disclosure and the details of the recruitment decision taken.
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