Diocese of Leeds


Cover Sheet to explain to applicants the different forms used within the 
Safer Recruitment process 
1. Safeguarding Self Declaration Form (Confidential)
This form is the first step in the CRB/ISA Registration process.   Under the provisions of the Rehabilitation of Offenders Act 1974, we must give all applicants for posts working with vulnerable groups the opportunity to voluntarily disclose any conviction or relevant information applicable to working with vulnerable groups.  

The completed form and its contents are confidential between you and the Diocesan Safeguarding Co-ordinator in Hinsley Hall.  When you have completed the form, please put it into a sealed envelope marked ‘Private and Confidential’ and send it to the Diocesan Safeguarding Co-ordinator in Leeds (address below).  If you prefer, you may pass the sealed envelope to your parish safeguarding representative (parish rep) who will forward it to Leeds. 
The two pages of notes below this one are for you to keep; they explain in more detail what happens next after you have submitted this form. 
2. Volunteer Application Form

This form captures your contact details, your skills and experience, and has space for you to name two referees who can vouch for your suitability to undertake the role for which you are applying.  This form is retained within your parish, and the parish rep will take up your references using the ‘Reference Form for Volunteer Roles’.  Your references will also be retained within the parish. 
3. ID Form

This form explains which forms of original documentation are acceptable for application purposes.  Please complete and sign only the first page; your parish rep will complete and sign the second page, listing the documents that you show.

When you complete this form in the parish we will also require photocopies of the original documentation that you show.  Please help your parish rep with this – it is a vital part of the CRB/ISA Registration process.  The photocopies will be sent on to the Safeguarding Office at Hinsley Hall with your Disclosure application, and they will be retained securely there until your Disclosure Certificate is issued by the CRB; they will then be shredded.

CRB/ISA Registration Application Form – not included here
This form is the document required by the CRB in order to process a CRB Disclosure application and/or ISA Registration (also known as Vetting & Barring).

Your parish rep will give you a copy of this form, and help you to complete it.  Depending on the type of identity documents that you show you may also need a Documentary Evidence Sheet (DES); and if you have changed addresses twice in the last five years, an Address Continuation Sheet (ACS).  Your parish rep will advise you on this and complete these extra forms with you.
Ms Suzanne Mitchell

Leeds Diocesan Safeguarding Co-ordinator 

Hinsley Hall

62 Headingley Lane

Leeds
LS6 2BX

CRB – Criminal Records Bureau





ISA – Independent Safeguarding Authority
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