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CRIMINAL RECORD BUREAU / SAFEGUARDING
INTRODUCTION
Your VSU contact will discuss with you which volunteers on your project will require a CRB check. On some projects – for example, for most conservation activities – a check is not required. For other activities we may ask that the Project and Activity Leaders have a check. And in other situations – for instance, where volunteers are working one-to-one with children or vulnerable people – all volunteers will be required to complete a check.
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If it is a requirement for a volunteer to complete a CRB check, they cannot do the activity in question until they have received a “Disclosure” (i.e. a copy of their record). However, in some instances, your partner agency might allow them to participate in some supervised volunteering whilst they wait for their CRBs. This is something you should discuss with them early on in the planning process.

All volunteers who require a check should come to the VSU. Completing the check can take some time – possibly months – and so the process should start as soon as possible. Volunteers will have to complete a form and return it to the VSU. The staff there will ask to see proof of identity such as a passport and proof of address.

Volunteers will be sent a copy of their Disclosure, as will the Registrar’s Department. 

Where a volunteer already holds a Disclosure from the CRB, then our policy is as follows:

· If the original Disclosure was obtained by UCL, then no further check will be carried out.

· If the original Disclosure was obtained externally, we will ask for a new Disclosure to be obtained through the UCL registry.

HOW TO ENSURE YOUR VOLUNTEERS GET CRB CHECKED

EITHER ask all of your volunteers to come to the VSU to collect a form (see standard email 1);
OR distribute the forms at your induction event or other meeting, and ask them to return them to the VSU (you’ll need to take a record of which student took which form);
OR the VSU can attend your event and process the forms there (again, you’ll need to ensure students come with correct paperwork - see standard email 2).
· Note the students no longer need to go to UCL Registry - The VSU will pass checked forms to UCL Registry for processing. 

· We can keep you updated on who has had CRBs returned and who we are still waiting for. 
· IMPORTANT: Please note that students should only come to the VSU for their CRBs between 4 and 5pm.
STANDARD EMAIL 1- (asking students to collect form from VSU)

Dear all 

We need you all to have a Criminal Records Bureau (CRB) check done, as our project will involve contact with children/young people/vulnerable people. You will not be able to volunteer until you’ve got this process underway.
If you have already have a CRB from UCL, please provide the VSU with your CRB Disclosure number. 

If you’ve already had a CRB done by an organisation other than UCL, you’ll need to do one again.

What you need to do:
· Go to the VSU with proof of ID (see attached list). You’ll find them on the second floor of the UCL Bloomsbury. CRB processing takes place every afternoon from 4 – 5pm. The VSU will not be able to process your form outside of these times.
· Pick up and complete your form. You will be asked to provide a list of your previous addresses.
· The VSU will then pass your application to UCL Registry.
· You’ll receive a CRB Disclosure through the post.
STANDARD EMAIL 2- (where VSU is coming to your induction event)

Dear all 

We need you all to have a Criminal Records Bureau (CRB) check done, as our project will involve contact with children/young people/vulnerable people. You will not be able to volunteer until you’ve got this process underway.
If you have already have had a CRB done by UCL, please provide the VSU with your CRB Disclosure number. 

If you’ve already had a CRB done by an organisation other than UCL, you’ll need to do one again.

What you need to do

· Come to our event (date/venue) with proof of ID (see attached list)

· We will be completing the forms at our event. You will be asked to provide a list of your previous addresses

· The VSU will then pass your application to UCL Registry

· You’ll receive a CRB Disclosure through the post

DOCUMENT CHECKLIST FOR CRB DISCLOSURE APPLICATIONS

YOU MUST PRESENT THREE DOCUMENTS IN TOTAL – ONE FROM GROUP 1 AND TWO FROM GROUPS 1 OR 2

AT LEAST ONE DOCUMENT MUST SHOW YOUR CURRENT ADDRESS

AT LEAST ONE DOCUMENT MUST SHOW YOUR DATE OF BIRTH
ALL DOCUMENTS MUST BE IN THE CURRENT NAME OF THE APPLICANT

ONLY ORIGINAL DOCUMENTS ARE VALID – YOU WILL NOT NEED TO LEAVE YOUR DOCUMENTS WITH US, ONLY PRESENT THEM WITH YOUR APPLICATION FORM FOR CHECKING

GROUP 1

· Valid passport (any nationality)
· UK driving licence (Full or provisional) paper or photocard 
(a photocard is only valid if presented with the counterpart paper licence)
· Original UK Birth Certificate (issued within 12 months of date of birth – full or short form)
· Valid photo identity card (EU countries only)
· UK Firearms licence
· Adoption Certificate (UK)
· HM Forces ID Card (UK)
GROUP 2

· Bank or building society statement*
· P45/P60 statement**
· Valid NHS card (UK)
· Addressed payslip*
· National Insurance Card (UK)
· Exam Certificate (e.g. GCSE, NVQ, O Levels)
· Utility Bill (electricity, gas, water, telephone – including mobile phone contract or bill)
· Credit card statement*
· Store card statement*
· A document from: Central/Local Government/Government Agency/Local Authority e.g. Benefits Agency, the Employment Service, the Inland Revenue, Social Security*
· Valid insurance certificate**
· Valid vehicle registration document (V5 old style & V5C new style only)
· Valid TV licence**
· Certificate of British nationality
· British work permit/visa**
· Marriage/Civil Partnership certificate
· Mortgage statement**
· Financial statement (e.g. pension, endowment, ISA)**
· Court Claim Form (UK)**
· Benefit Statement (Child Allowance, Pension etc)*
· Connexions card
· Council Tax Statement (UK)**
· Mail Order Catalogue Statement*
· Birth Certificate
· CRB Disclosure Certificate**
· One only of the following documents from the Borders & Immigration Agency (UK): Convention Travel Document (CTD), Stateless Person’s Document (SPD), Certificate of Identity (CID), Application Registration Card (ARC)
· Letter from a Head Teacher*
*Documentation should be less than three months old

**Document should be issued within the past 12 months
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