Policy and procedure for applicants declaring a criminal conviction 
Note: this policy covers all categories of student apart from those on the Postgraduate Certificate of Education course who are subject to a separate policy laid down by the Department for Children, Schools and Families. 

Introduction

The policy and procedure outlined below should be read in conjunction with the University’s general Admissions Policy. The over-riding aim of the Admissions Policy is to ensure that the University’s decision making process is fair, explicit and implemented consistently and that no applicant receives less favourable treatment on any ground that is not relevant to their academic ability and/or their potential to succeed on their chosen course of study.

It is important, however, that this aim is achieved without prejudice to the safety and well-being of other members of the University’s community of staff and students. The following procedure is intended to ensure that any decision regarding the admission of an applicant with a criminal conviction is taken fairly and only after any implications arising from the conviction have been fully explored.  

Procedure

· This policy will be activated when an applicant has ticked the ‘criminal convictions’ box on his/her application
· In every case where a tick has been entered, an enquiry will be sent to the applicant asking for details of the offence.  This step will be taken while the form is being assessed on academic grounds
· If a decision is taken to turn down the application on academic grounds, no further action will be taken in relation to the criminal conviction.

· If an offer of admission is recommended, the procedure outlined below will be followed.
· Information received back from the applicant will be assessed initially by the Undergraduate or Postgraduate (Taught/Research) Admissions Manager who will take a decision, in consultation with the Student Recruitment Manager if necessary, as to whether any further steps need be taken

· In cases where further consideration is deemed to be necessary, the application will be passed to the Student Recruitment Manager (SRM)

· If the information received back from the applicant is deemed incomplete or to require clarification, contact will be made by the SRM with the applicant. and/or his/her referee if the reference alludes to the conviction.
· If it is felt desirable to make enquiries of a third party (eg a probation officer) or if a third party has been nominated by either the applicant or the referee, the applicant’s permission will be obtained before an approach is made.

· When all the information deemed necessary has been received, the SRM will reach a decision, in consultation with the Academic Registrar, as to whether the case should be referred on to the Criminal Convictions Panel (CCP)

· The CCP will be drawn from University staff and will comprise:

· a senior member of the University as chair (possibly the PVC for Teaching or Academic Registrar)

· the Director of Student Services
· the Security Manager

· the Director of imago services (if necessary)
· the SRM

· the Head of the Academic Department responsible for the applicant’s chosen course or research
· a senior academic from a different department

· such other member(s) whose expert advice is deemed desirable

· The applicant and, if appropriate, his/her referee and any third party involved, will be advised that this Panel is to meet.  No information will be passed to any member of the panel without the applicant’s knowledge and explicit permission. The name of each member of the panel will be passed to the applicant for this purpose. The applicant will be advised that, depending upon the Panel’s decision, the University’s Vice-Chancellor may become involved and will need to be briefed regarding the conviction
· The CCP will make one of the following decisions:

· to recommend to the Vice-Chancellor the offer be disallowed and that the application be turned down under powers provided by Statute V
· to allow the offer with no non-academic conditions

· to allow the offer but stipulate non-academic conditions 
· to defer progress pending clarification of any of the information received or to request further details about the offence(s)

· The information which has been received relating to the offence(s) will be kept secure under the jurisdiction of the SRM and separately from the application. This will constitute the single official record and all other persons to whom information has been provided will be asked to destroy this for reasons of confidentiality unless they have been asked to undertake any role in relation to the applicant if he/she takes up a place at the University. 
· A note of the CCP’s proceedings will be drawn up by the SRM.

· The outcome of the CCP’s proceedings will be conveyed in writing by the SRM to the applicant.

· If the CCP has recommended that the offer be disallowed and the application be turned down, the Vice-Chancellor will be asked to use the powers vested in the office by Statute V.
· If its decision is to allow the offer to proceed and in anticipation that the offer will be accepted by the applicant, the CCP will identify any other member(s) of the University’s staff to whom details of the conviction should be supplied on a ‘need to know’ basis.
· The applicant’s express permission will be obtained before any information is passed to another member of the University and this person will be named.
· If non-academic conditions have been attached to the offer, the applicant will be required to accept these in writing.

· Once the applicant has taken up his/her place, responsibility for the case will pass to the Director, Student Services.
Attached (Appendix A): notes of guidance to applicants on disclosure
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Appendix A: Guidance on Question Relating to Criminal Conviction

To help Loughborough University reduce the risk of harm or injury to our students caused by the criminal behaviour of other students, we need to know about any relevant criminal convictions that an applicant may have. If you have a relevant criminal conviction, please tick the box.
Relevant criminal convictions are only those convictions for offences against the person, whether of a violent or sexual nature, and convictions for offences involving unlawfully supplying controlled drugs or substances where the conviction concerns commercial drug dealing or trafficking.  Convictions that are spent (as defined by the Rehabilitation of Offenders Act 1974) are not considered to be relevant and need not be disclosed except in the circumstances set out below.

You must tick the box if either of the following statements applies to you: 

· You have a relevant criminal conviction that is not spent. 

· You are serving a prison sentence for a relevant criminal conviction. 

If you enter a tick in the box you will not be automatically excluded from the application process.  However we may want to consider the application further or ask for more information before making a decision. 

You should be aware that for courses in teaching, health, social work, veterinary medicine, veterinary science or courses involving work with children or vulnerable adults, any criminal convictions, cautions (including verbal cautions), reprimands, final warnings and bind-over orders are exempt from the Rehabilitation of Offenders Act 1974.  If you are applying for these courses, the universities and colleges will ask you to agree to have a criminal record check.  You may also need an enhanced disclosure document from the Criminal Records Bureau or the Scottish Criminal Record Office Disclosure Service.  This means that if the criminal record check identifies that you have had a conviction, caution, reprimand, final warning or bind-over, this information will be made available to Loughborough University.

Loughborough University will send you the appropriate documents to fill in which will then be sent to the Criminal Records Bureau.  If you are convicted of a relevant criminal offence after you have applied, you must inform us during the application cycle.  Do not send details of the offence; simply tell us that you have a relevant criminal conviction.  We may then ask you for more details.

