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Summary Of Policy 

Trinity Support and Care Services are committed to ensuring individuals appointed to posts within the 
company are appointed on the basis of merit. We undertake to treat all applicants for positions fairly 
and not to discriminate unfairly or unlawfully against the subject of a Disclosure on the basis of a 
conviction or other information revealed.  
 
Having a criminal record will not necessarily debar individuals from working with the company. This will 
depend on the nature of the position, together with the circumstances and background of offences or 
other information contained on a disclosure certificate. 
 
On occasion it may be necessary to disclose information to a third party in connection with legal 
proceedings for example, employment tribunal. 
 
 

Target audience All Trinity Support and Care Services Staff  

Keywords  
 

 
Storage & Version Control 

This is a new policy. For revision in March 2025. 
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Version Control and Amendment Log 
 

Version  
No. 

Type of Change Date Description of change(s) 

0.1 New draft policy created 01/03/2024 New policy commissioned by PGG on approval 
of a Case for Need. 
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1. Introduction 

1.1. In line with The Rehabilitation of Offenders (Exceptions) (Northern Ireland) Order 1979 and The 
National Vetting Bureau (Children and Vulnerable Persons Acts 2012 - 2016) there are certain jobs 
and professions where applicants must always declare their convictions, even if they are considered 
spent. These are known as ‘excepted’ employments or professions and are detailed in the 1979 
Order and 2012 Act. 

 
1.2. Excepted employments and professions can include working or coming into contact with children or 

vulnerable people. 
The company will consider all convictions and relevant information detailed on the Enhanced 
Disclosure Certificate (EDC) and Garda Vetting Certificate (GVC). 

  
1.3. This Policy is made available to all Disclosure/Vetting applicants at the outset of the recruitment 

process. The company will provide this policy in alternative formats on request where reasonably 
practicable i.e. alternative language. 

 
1.4. We ensure that all those in the company who are involved in the recruitment process have been 

suitably trained to identify and assess the relevance and circumstances of Disclosure Information.  
We also ensure that they have received appropriate guidance and training in the relevant legislation 
relating to employment of ex-offenders (e.g. the Rehabilitation of Offenders (Northern Ireland) 
Order 1978 and The National Vetting Bureau (Children and Vulnerable Persons) Acts 2012).  

 
1.5. The company complies fully with the AccessNI and Garda Vetting’s Code of Practice in connection 

with the use of information provided to registered persons, their nominees, and other recipients of 
information for the purposes of assessing an applicant’s suitability for employment purposes.  

 

2. Scope 

2.1. This policy applies to all Trinity Support and Care Services employees. This policy forms an integral 
part of the employee handbook and should be considered an extension of an employee’s Terms and 
Conditions of Employment. 
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3. Duties 

3.1. Managers are responsible for the following: 
 

 Complying fully with the AccessNI and Garda Vetting’s Code of Practice in connection with the use 
of information provided to registered persons, their nominees, and other recipients of information 
for the purposes of assessing an applicant’s suitability for employment purposes. 

 Completing Risk Assessments in line with this policy. 
 

3.2. The HR Department is responsible for the following: 
 
 Making this policy available to all Disclosure/Vetting applicants at the outset of the recruitment 

process. 
 Verifying ID’s and processing applications in line with Disclosure/Vetting procedures. 
 Complying fully with the AccessNI and Garda Vetting’s Code of Practice in connection with the use 

of information provided to registered persons, their nominees, and other recipients of information 
for the purposes of assessing an applicant’s suitability for employment purposes. 

 Completing Risk Assessments in line with this policy. 
 

3.3. Employees are responsible for the following: 
 

 Disclosing honest and accurate information in relation to criminal records at application and/or 
interview stage. 

 Providing honest and accurate information on Disclosure/Vetting applications. 
 Submitting Disclosure/Vetting applications. 
 Verifying ID’s as requested by the HR department. 
 Updating and or forwarding a Disclosure/Vetting certificate to the HR department where applicable. 
 Completing a Risk Assessment in line with this policy. 

4. Procedure 

4.1. Employing people with conflict related convictions (NI Specific) 
  

Guidance issued to employers by the Executive Office of the First and Deputy First Minister states 
that that any conviction for a conflict-related offence that pre-dates the Good Friday Agreement (April 
1998) should not be taken into account unless it is materially relevant to the employment being 
sought.  
In accordance with best practice, application forms should normally not require a criminal record 
declaration except where the job is covered by the Rehabilitation of Offenders (Exceptions) Order 
(Northern Ireland) 1979, because, for example, it involves working with the vulnerable. Only after an 
individual has been recommended for appointment and only where relevant to the specific post 
should a record check be undertaken.  
 

4.2. Procedure on the Recruitment of People with Criminal Records  
 
The company will request an Access NI Enhanced Disclosure Check/Garda Vetting Certificate only 
where this is considered necessary to the particular position.  
This will be based on a thorough risk assessment of that position and having considered the relevant 
legislation which determines whether or not an EDC/GVC is available to the position.  
Where an EDC/GVC is deemed necessary, all applicants will be made aware at the initial recruitment 
stage that the position will be subject to such and that the company will request the individual being 
offered the position to undergo the same. 
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4.3. The guidelines on how the Criminal Record procedure operates for appointments are 
indicated below: -  
 
AccessNI 
 
 

4.4. Successful job applicants will be required to register with AccessNI online for an EDC. The required 
identification checks will be made in accordance with AccessNI guidelines, and the persons details 
will then be submitted online to AccessNI by the nominated officer. 
 

4.5. If the person has had an address outside of the UK or the Republic of Ireland in the last 5 years, a 
Certificate of Good Conduct should be sought from the Country they resided in (including UK 
Citizens). (For appointments this can be done concurrently with health assessment and should 
therefore only cause minimal delay, if any in the appointment procedure).  

  
4.6. There are no formal arrangements for checking Police records in countries outside of the  

UK and the Republic of Ireland. However, citizens of some countries can obtain official statements 
giving details of convictions or confirming a clean record.  
Overseas applicants should be asked either to provide such a document or to confirm that such a 
document is not available in their country. Where it is not available, meticulous care must be taken 
with other checks (such as references for appointees).  
 

4.7. AccessNI will confirm via their online case tracking service if and when a Certificate has been issued 
to the applicant. 
 

4.8. If an applicant believes that the disclosure certificate is inaccurate, they must follow AccessNI’s 
formal dispute process. An applicant can raise the dispute with AccessNI themselves or give 
permission for someone to do it on their behalf. If an applicant wishes to dispute the police 
information on their EDC, they should ask the Independent Monitor (IM) to review the information 
where they believe it is inaccurate, or it is not relevant for the purpose for which the certificate was 
sought, or it ought not to have been included in the certificate. 

 
Detailed guidance on lodging disputes is provided at the following link: 
www.nidirect.gov.uk/accessni-advice-complaints-and-disputes.  
Where an applicant is wishing to dispute incorrect personal information e.g. misspelt name, an email 
should be sent to ani@accessni.gov.uk.  
 

4.9. Where the AccessNI tracking service indicates that the EDC has been processed and this is deemed 
to be satisfactory action will be taken by the company to notify the relevant individuals to proceed 
with the appointment (provided all other checks are cleared). 
 

4.10. Where the AccessNI tracking service indicates that the EDC is processed, and it is deemed                        
necessary to request to the applicant to provide a copy of their Certificate so that the  
criminal conviction and/or other information disclosed can be considered, the applicant will  
be required to provide this within 10 working days from date of request. If this information  
is not provided, the company may withdraw any offer of appointment or its immediate  
cancellation if an appointment has been accepted (exceptional circumstances resulting in  
delays will be considered).  
 
Garda Vetting 
 

4.11. The organisation provides the person being vetted with a vetting invitation form. This must be 
completed and returned to the relevant organisation along with proof of identity. The organisation 
confirms the proof of identity, and the organisation submits the application form to the National 
Vetting Bureau which it processes. 
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4.12. The National Vetting Bureau sends the person a vetting application form which must be 
completed. The vetting process can be done online using the e-vetting service on vetting.garda.ie. 
This service allows persons being vetted and organisations to complete the process online and to 
track the progress of these requests until the disclosure is made. A paper application form is also 
available. If the person being vetted is under the age of 18, their parent or guardian must sign a 
consent form. 
 

4.13. Once completed and processed the vetting disclosure is forwarded to the organisation. 
 

4.14. If an applicant wants to dispute the contents of their vetting disclosure, they can refer the issue 
to the Bureau. The person should outline their issue in writing and give this statement to the liaison 
person for their organisation. The liaison person then submits the dispute to the Bureau. The Bureau 
will make enquiries and conduct further checks. If the content is still disputed by the person, further 
validation procedures will be undertaken in order to resolve the matter at issue in the dispute. At the 
conclusion of the dispute resolution procedure, decisions in respect of the suitability of the vetting 
subject for a position within the organisation are solely the responsibility of the organisation 
concerned. 
 

4.15. When the Bureau discovers specified information about a person being vetted, the Chief Bureau 
Officer assesses whether this information should be disclosed. The Bureau will write to the person 
with a summary of the specified information and ask them to make a written submission stating why 
it should not be disclosed. The specified information will be released to the organisation in cases 
where the Chief Bureau Officer reasonably believes that the information gives rise to a genuine 
concern and that the disclosure is necessary for the protection of children or vulnerable people. The 
Bureau will tell the person if it intends to disclose specified information and allows them 14 days to 
appeal the decision. 
 

4.16. An appeal may include an oral hearing before an appeals officer. An appeals officer can uphold 
or set aside the decision of the Chief Bureau Officer. 
The decision of an appeals officer can be appealed to the High Court on a point of law and the 
decision of the High Court is final in such matters. 
 

4.17. Where the GVC is returned to show no convictions, action will be taken by the company to 
notify the relevant individuals to proceed with the appointment (provided all other checks are 
cleared).   
 

4.18. Where the GVC states a previous conviction; the below steps in 4.19 will be followed. 
 

4.19.  When the company receives a copy of the EDC from a job applicant or GVC from the Bureau 
(depending on the nature of the criminal record), the selection panel may invite the person to 
provide a statement for a risk assessment to consider the convictions and/or other information on 
the Enhanced Disclosure Certificate/Garda Vetting Certificate in accordance with the Standards for 
employers of Social Workers and Social Care Workers; RQIA, 2017, Standard 2.2, “Checking criminal 
records and relevant registers to ensure people are safe to practise”; Non-declaration of this 
information on the job application will also be considered.  
This meeting will provide an opportunity to establish circumstances surrounding the information 
contained on the EDC/GVC and where necessary elicit reasons from the person why they were not 
(fully) declared. The selection panel will then decide on the suitability of the person for employment. 

  
4.20.  Where there is any doubt about how to interpret the information given in an EDC/GVC or 

whether to proceed with an appointment, advice should be sought.  
  

4.21.  In general terms, where the company is concerned that the information on an EDC/GVC 
indicates behaviour that may put children, young people or adults at risk of harm or in need of 
protection (if applicable) at risk, the person should not be offered employment.  
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4.22.  No one should commence duty in a regulated position before a satisfactory EDC/GVC has been 
carried out. The only exceptions to this would be: if the individual has never lived in the UK or 
Republic of Ireland, these individuals are required to provide a Certificate of Good Conduct from the 
country they reside in; However, a Risk Assessment will be required prior to commencement of 
work. This Risk Assessment will include approval from the HR Manager.  

  
 

4.23. All information received as a result of a check with AccessNI/Garda Vetting must be held in the 
strictest confidence and in accordance with company policy. 
 

5. Implementation Plan 

5.1. This policy will be made available to all staff. 
 


