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Summary

The Trust has 2689 existing employees in posts that now
require enhanced CRB checks. New staff complete CRB
checks before they commence regulated duties. Detailed
plans have been made to submit all necessary applications
for CRB checks for existing employee by the end of
September 2010, in order to achieve the objective agreed
by the Board to complete the exercise by the end of
December 2010.
78 applications for existing staff were submitted in April.
362 are planned for May, with 646 in June, 640 in July, 634
in August and the final 317 in September. A monthly report
of actual applications made against these planned
numbers will be made to the Board.
The detailed plans and explanations of the legislation
covering CRB checks and how they apply to NHS Direct
are attached for information.
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Plan to achieve completion of all required CRB checks for existing
employees by 31st December 2010
1. Posts subject to CRB checks
1.1Posts which meet the criteria for “regulated activity” and are listed in the
Exceptions Order to the Rehabilitation of Offenders Act 1974 are subject to
CRB checks. It is a criminal offence to obtain a CRB check on posts which do
not meet these criteria.
2. Regulated activity
2.1“Regulated activity” is defined as activity which provides any form of
assistance, advice or guidance provided wholly or mainly for children or
vulnerable adults, which for NHS Direct principally means telephone contact
with patients.
2.2“Regulated activity” also covers posts which involve managing or supervising
the day-to-day work of people in regulated posts, as well as Children’s Leads
and Mental Health Leads, as they have specific access to the national
children’s data base.
2.3We have agreed with CRB that in NHS Direct the regulated posts are as
follows:
Health Advisor
Health Information Advisor
Nurse Advisor
Dental Nurse Advisor
Care Manager (Birmingham Own Health)
Associate Care Manager (Birmingham Own Health)
Pharmacy Advisor
Team Leader
Clinical Team Leader
Health Information Supervisor
PALS advisor
PALS Helpline Manager
Practice Development Coach
Children’s Services Lead
Mental Health Lead
Vulnerable Adult Lead

3. Controlled posts
3.1 “Controlled posts” do not undertake regulated activity but are posts that
provide opportunities for contact with patients or opportunities to access
patients’ health records, and include the direct line managers of employees
who undertake regulated activity.
3.2 Controlled posts do not qualify for CRB checks as they are not listed in the
Exceptions Order to the Rehabilitation of Offenders Act 1974. However, in
order to establish whether new entrants into controlled activity are barred
from regulated activity we are able to ask the CRB to carry out a check of the
Independent Safeguarding Authority (ISA) barred lists on our behalf for new
starters, although this is not strictly a CRB check. From 1 April 2010 this
check has been included in the recruitment process for new starters and
requires the applicant to complete a CRB application form.
3.3 However, we are not allowed to undertake CRB checks for existing
employees in controlled positions until we are given clearance to do so by
CRB at some point in the next five years. (We believe that the reason for this
is simply the volume of CRB submissions that will need to be processed, and
we expect to get clearance early in 2011).

4. CRB/Barred list checks undertaken to date
For posts advertised since 1st April 2010:


CRB checks are being undertaken for all new starters or employees
transferring internally into regulated posts



Checks against the barred lists are being undertaken for all new starters
or employees transferring internally into controlled posts



In all cases individuals will not be able to commence employment prior to
receipt of a satisfactory CRB disclosure or confirmation that they are not
on the ‘barred’ list.

5. Type of CRB check undertaken
5.1 There are two types of CRB checks: standard and enhanced. NHS Direct
employees who undertake regulated activities are subject to enhanced
checks, which provide details of all convictions, cautions, reprimands and
warnings held on the Police National Computer, a check on the children’s and
vulnerable adults “barred” lists and information held by police “which is

considered relevant by Chief Police Officers”. New starters into controlled
posts are checked against the barred lists only, which is not a CRB check.
6. The Process
6.1The CRB application process requires specified persons to check and
countersign the CRB application form and validate the ID presented by the
applicant. At the same time, we are rolling out a project to integrate HR and
IT processes, namely ID checking for Smart Card access. Therefore, to
utilise resources and minimise ‘off line’ time we are integrating these two
processes with our internal Registration Authority Agents undertaking the ID
checking process for both purposes at the same time.
7. Existing employees
7.1 The individual employee is given a CRB “Disclosure Application Form”, “An
Applicant’s Guide to Completing the CRB Application Form” and an NHS
Direct briefing document.
7.2 The employee completes the form in their own time.
7.3 The RA Agent arranges to meet with the employee to check the form and to
check the forms of identification that the employee has produced and to take
a photograph for a smart card (where possible this will be done without taking
the employee “off line”; where off line time is necessary this will be scheduled
and recorded in CCC).
7.4 The completed form is sent to the HR Service Centre in Hedge End where
one of 5 counter signatories checks the form, counter signs it, and sends it to
CRB.
7.5 Under normal circumstances the form will be returned to Hedge End within
28 days.
7.6 An employee whose CRB/barred list check is clear is informed, and a
registration number is entered onto the Electronic Staff Record.
7.7 If a CRB/barred list check brings to light any convictions that related to
work/contact with children or vulnerable adults; this will usually prohibit people
from working in regulated positions. Other types of convictions will not
necessarily affect an individual’s employment.
8. New employees
8.1 In advertisements for controlled or regulated positions, it is specified that
successful applicants will be required to attend their new work place between

their conditional offer and start date to complete pre-employment and
identification checks.
8.2 The requirement is repeated at interview stage, and when a conditional offer
is made the RA agent from the appropriate site arranges the pre-employment
meeting.
8.3 If the pre-employment checks (including CRB/barred list check) are not
satisfactory the conditional offer is withdrawn.
9. Agency staff
9.1 All agencies working with NHS Direct have been informed that, from 1st April
2010, all staff in controlled and regulated groups, employed by agencies,
either working directly for NHS Direct or in an “insourcing” setting, such as
Conduit, are required to be either CRB checked and/or meet the requirements
of the new Vetting and Barring Scheme by the time they go “on line” live. The
contract with each agency has been adjusted to reflect the change.
9.2 As part of the annual audit plan, NHS Direct’s internal auditors are being
asked to check a sample of the personnel files of staff from each in order to
ensure compliance.
10. CRB Completion Plan
10.1 Following a successful pilot in Hedge End, mass CRB checking was
launched through the organisation on 10th May.
10.2 A plan has been drawn up to submit all application forms to CRB by 30th
September. As the average turn round is 28 days, the large majority of
checks will be returned and logged by 31st October, giving local and Hedge
End teams two months to address specific issues and pursue complex cases
before the end of the calendar year.
11. Governance
11.1 The exercise is co-ordinated by Dianne Lambdin, HR Policy Adviser, and a
small team in the HR Service Centre at Hedge End. Regional Heads of HR
are responsible for mobilising staff to distribute, call in and check forms
locally, before submitting them to Hedge End for final checking before
despatch to CRB.
11.2 Where possible, Registration Authority identity checks for smart cards will
be undertaken at the same time as the completion of the CRB form, but as
the RA process is more complex, if there is any danger of CRB checks not
being completed against the plan, RA checks will be held back.

11.3 The HR Director chairs a fortnightly meeting of the Hedge End and Senior
field HR team, in order to ensure that the flow of forms from sites to Hedge
End is sustained at the required levels.
12. Reporting
12.1 The plan by site is attached at Appendix 1. The report at Appendix 2, along
with a trajectory (Appendix 3), will be submitted to the Executive Management
Team, Clinical Governance Committee and NHS Direct Board each month
from May 2010 to December 2010.
Accountable officer:
NAME Roger Rawlinson
TITLE H R Director

Authors of paper:
NAME Roger Rawlinson
TITLE H R Director

