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EnSurIng thE SAfEty of 
chIldrEn And vulnErAblE 
AdultS is of paramount importance 
to providers of sport and physical 
activity, so access to essential 
information about a potential 
employee is key to the process. 
crb checks are central to assessing 
the suitability of an employee to 
work with these groups, and this 
information note highlights recent 
changes to crb checks and explains 
when an employer should apply for a 
crb check.
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K
nowing when a CRB check is necessary, 
and understanding just what the information 
held on individuals means, is important for 
those charged with hiring staff to work in 

sports facilities, leisure centres or on sports programmes. 
Should casual staff be CRB-checked? Are receptionists 

classified as being in constant contact with children 
or vulnerable adults? Does a parent who volunteers to 
drive members of a youth team to a match, besides his 
or her own children, need a CRB check to be carried 
out? These are all questions that have been vexing the 
profession over the past two years. 

This information note explains how the information 
held by the police has changed, what some of the 
offence terminology means, and gives some examples of 
situations when CRB checks may be needed.

Stepping-down restrictions
Prior to early 2006, the police were able to delete 
records entirely after a certain period, depending on 
the nature and severity of the offence. This was possible 
under ‘weeding’ guidelines that were in operation at the 
time.

In 2006, the police stopped deleting records and 
introduced a ‘step-down’ procedure, which was a 
filtering process enabling the police to hold on to records 
indefinitely on the Police National Computer (PNC). 
Individuals could however apply to have them ‘stepped-
down’ from their standard or enhanced CRB checks.

The CRB is no longer able to make referrals to police 
forces to step-down offences. The step-down procedure 
was stopped in October 2009, following a Court 
of Appeal decision, which supported the retention of 
criminal convictions on the PNC for policing purposes. 
This means that those applicants who had records 
stepped-down from their CRB certificate prior to the 
Court of Appeal ruling, may now see them disclosed on 
any subsequent certificate processed after the ruling in 
October 2009. 

The current practice enables the police to store details 
of all recordable convictions, which will then be retained 
on the PNC until an individual’s 100th birthday, meaning 
therefore that all conviction information will be routinely 
disclosed on a standard or enhanced CRB check.

The CRB is not the ‘data controller’ of the PNC and 
therefore does not own or determine how information 
is processed on the PNC. However, an individual 
does retain the right to contact the police directly about 
information held about them on the PNC by submitting a 
Subject Access Request. 

Information about subject access requests, and the 
relevant police contacts are published on the Home 
Office website www.homeoffice.gov.uk/crb in the 
‘About the Criminal Records Bureau’ section.



www.imspa.co.uk

INFORMATION NOTe 
No 008: CrB CheCks

Current practice enables the police to 

store details of all recordable convictions, 

which will then be retained on the PNC

Offence clarification
The CRB regularly receives enquiries from applicants and 
registered bodies who are confused about the meaning 
behind an offence that appears on an applicant’s 
certificate.

‘Using false instrument for other than prescription for 
scheduled drug’ is not a drug-related offence, as some 
would believe. It is an offence that, in spite of its rather 
confusing name, refers solely to fraudulent activity such 
as forging a car tax disc, passport or a wide-range of 
official documents.

Advice from the Serious Fraud Office (SFO) clarifies 
that: ‘An instrument is a “false instrument” if it purports to 
have been made or altered by a person who did not in 
fact make or alter it, or authorise its making or altering, in 
the terms or form in which it appears. This means that to 
be a “false instrument” it is not enough that the instrument 
tells a lie. It must tell a lie about itself.’
The SFO defines an instrument as:
• Any document, whether of a formal or informal 

character;

• Any stamp issued or sold by a postal operator;
• Any Inland Revenue stamp; and
• Any disc, tape, sound track or other device on, 

or in, which information is recorded or stored by 
mechanical, electronic or other means.
The key words to focus on in the title of the offence 

are ‘other than’ as this indicates that the offence covers 
a variety of fraudulent documents except for forgery of a 
prescription for a scheduled drug.

ISA referral information
The CRB has recently received feedback from some of 
its registered bodies that it would welcome information, 
or an appropriate signpost on the CRB website, to the 
guidance and forms required to make a referral to the 
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Independent Safeguarding Authority (ISA).
This is something the CRB is currently looking to put in 

place; however while, this is under construction, please 
be advised that on the ISA website (under the What’s 
New section: Referral Guidance) there is a link to the 
updated ISA referral guidance and form.

It gives basic background information about when an 
organisation should make a referral to the ISA and also 
provides a link to full guidance, which includes:
• The key elements of the referral process;
• The circumstances under which a referral should be 

made;
• The legal responsibilities of employers and employees 

in both paid and voluntary sectors; and
• The main points of law in relation to referrals.

The page also provides a link to the referral form itself, 
which can either be downloaded or printed out.

Identity checks
Another area that presents problems on the application 
form, and raises concerns is the question of whether 
appropriate checks being made on a person’s identity 
are not being undertaken, including a preliminary right-
to-work check.

An evidence checker, who can be either the 
countersignatory or a trusted person delegated with the 
role and trained by the registered body, is responsible 
for establishing the true identity of the applicant, and 
completing section w of the application form.

The evidence checker should examine a range of 
documents, and verify the information provided in 
sections a and b of the application form by completing 
the verification check boxes.

It is vital that the evidence checker checks and 
validates the information provided by the applicant 
and ensures the application form is fully completed and 
accurate. This must include all residential addresses used 
by the applicants in the past five years, as well as any 
other names used by the individual. The true identity of 
the applicant can be established through the examination 
of a range of documents.

In addition, the evidence checker must ensure that:
• Only valid, current and original documentation (no 

photocopies) is accepted;
• Documentation printed from the internet, such as 

internet bank statements, is not accepted;
• Photographic identification is supplied and compared 

against the applicant’s likeness;
• All documents are in the applicant’s current name as 

recorded in section a;
• At least one document is provided to confirm the 

applicant’s date of birth, as recorded in section a;
• At least one document confirms the applicant’s current 

address as recorded in section b;
• The foreign equivalent of an identity document is not 

accepted if a UK document is specified on the list of 
valid identity documents; and

• A translation of a foreign language identity document, 
certified by a Notary Public, is supplied.

Registered bodies must 

not attempt to amend 

the application form without 

the applicant’s knowledge and 

agreement



www.imspa.co.uk

INFORMATION NOTe 
No 008: Criminal reCord Bureau (CrB)

Further information on identity checking and the 
acceptable documents can be found at www.homeoffice.
gov.uk/crb 

If there are any discrepancies with the ID documents, 
and fraud is not suspected, then clarification should be 
sought from the applicant. This will enable the evidence-
checker to cross the ‘Yes’ box in section w59. If verification 
of an applicant’s true identity has not been established, 
the CRB will need to request further information and the 
application will be delayed.

Evidence-checkers must use the registered body 
validation boxes in sections a and b as a checklist to 
confirm the relevant information has been verified.

Registered bodies must not attempt to amend the 
application form without the applicant’s knowledge and 
agreement, as it will invalidate the declaration by the 
applicant and may breach data protection legislation.

Website update
Although the web-site www.crb.homeoffice.gov.uk closed 
in September 2011, customers will be automatically 
re-directed to the new homepage on the Home Office 
website. There are clear signposts to Directgov and 
Business Link available on the new homepage, and users 
are encouraged to use these websites and to become 
familiar with the features of each site.

Online forms
Following the closure of the CRB website, there will be a 
small temporary change to the way online enquiries and 
dispute forms are submitted to the CRB. 

As an interim arrangement, customers will need to 
follow the online form process prompting users to input the 
relevant information. Once the form is ready for submission, 
information will be populated into a PDF-document, which 
will provide a summary of the information.

The customer can either save the information as a PDF 
and email it to customerservices@crb.gsi.gov.uk; or the 
form can be printed and posted to the address displayed 
on the website.

CRB will keep users informed of developments to the 
online forms and the procedures for submitting them.

Leisure centres
CRB has received a number of enquiries from members of 
the public and local authorities requesting clarification on 
what types of roles are eligible for CRB checks in leisure 
centre or sports facility settings.

A leisure centre is not a listed establishment in the 
Safeguarding Vulnerable Groups Act 2006 and therefore 
all roles must be assessed on the nature of the duties 
the individual will carry out. This includes roles such as 
training, teaching, instructing and supervising children or 
vulnerable adults.

Scenario A
An aerobics class for young mothers has no childcare 
facility. Some mothers bring their children along and 
the children may join in. This is classed as incidental 
contact with children and the instructor is therefore not 
required to have a CRB check.

Scenario B
In a regular, weekly dance class for children aged 18 
and under, the dance instructor needs a CRB check, 
even if the children in the class may differ from week-
to-week.

Scenario C
An NHS trust makes arrangements with a leisure 
centre to provide weekly classes for children or adults 
as part of a care package in relation to their specific 
needs. Where the same instructor takes the class, the 
instructor must have a CRB check.

Scenario D
The leisure centre allows members of the public to hire 
its premises. A local football club hires a hall for eight 
weeks to carry out training for the under-15 team.

The centre insists that they have to carry out a 
CRB check for insurance purposes before they can 
allow the hall to be hired. In this situation there is no 
exemption which allows the leisure centre to insist on 
a check for insurance/hire purposes.

Scenario E
A leisure centre wants to CRB check its administration, 
maintenance, catering and cleaning staff as they 
have opportunities for contact with children/
vulnerable adults. These staff may wear the centre 
uniform so they are seen as a ‘person of trust’. The 
contact with these groups is of an incidental nature 
while they are carrying out their main tasks. If the 
nature of their duties does not include direct teaching, 
training, supervising of children or vulnerable adults 
as described above, then it would be an offence 
under the Police Act 1997 to request a CRB check on 
their behalf.

In summary, activities in a leisure centre which are 
open to the general public are not covered by any 
exceptions in legislation and, therefore, unless a class 
or event has been organised wholly or mainly for 
children or vulnerable adults, the instructor/facilitator 
would not meet the criteria for a CRB check. For 
futher information please refer to www.homeoffice.
gov.uk/crb-eligibility

Information box
websites
• www.businesslink.gov.uk/crb 
• www.direct.gov.uk/crb 
• www.homeoffice.gov.uk/crb 

For more information on Isa
• www.isa-gov.org.uk this information note was 

produced in conjunction with the 
Fitness Industry association


