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about us
The Adolescent and Children’s Trust (TACT) was
registered as a limited company in January 1993 and
became a registered charity in March 1993. Today we
are the largest fostering and adoption charity with over
600 foster carers providing loving homes for over 600
children and young people. We operate from a network
of local offices across England, Wales and Scotland, each
with a friendly, professional and experienced team who
are dedicated to ensuring that our foster carers receive
the best possible support, wherever they are in the
country.
As a charity everything we do is for the benefit of
children in care and on the fringes of care. We are
beyond profit, which means that all surplus income
is invested back into resources to enable us to deliver
the highest quality services for our children and young
people and working to improve their future life chances.
This sets us apart from the many other agencies that are
profit-making businesses with private investors.

In addition to helping to provide loving homes for
vulnerable children, we are also a voice for children in
care. We campaign for the issues that matter to children
and young people in care and on the fringes of care and
seek to influence public policy around care across the
UK. Working with politicians, civil servants and other
stakeholders we use our expertise and experience as a
service provider and argue for positive change.
TACT is governed by a Board of Trustees who give
their time and professional expertise voluntarily to the
organisation and do not receive any payment for this.
They come from different areas of public life, social
work, the health service and business. The Trustees
bring a valuable perspective and overview of our work.

welcome to TacT...
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staff benefits
TACT is the largest charity provider of fostering
and adoption services. Working in partnership with
local authorities from our offices across England,
Wales and Scotland, we are dedicated to providing
creative, effective and outcome focussed services.
TACT recognises that a good employee wellbeing
plan will enhance engagement, performance and
retention of staff. It is more than simply aiming to
reduce absenteeism, it is valuing our people to ensure
the best standards of service. TACT offers employees
a well-balanced set of terms and conditions, including
generous holidays, flexible working, family friendly
policies and a range of other wellbeing led benefits
which are outlined here. Our aim is to ensure our
employees are able to maintain good work life balance
and fulfil their potential, leading happy, healthy and
successful lives, this in turn leads to us ensuring that our
carers, and the children in our care, are fully enabled and
supported to do the same.
We work with our staff to develop our employment
practices, benefits and rewards. As part of our drive to
make TACT a great place to work, we are pleased to offer
you the following range of benefits:

Holidays
We enjoy generous holidays at TACT. All staff receive
31 days annual leave each year and also the eight
recognised public holidays (in England) [pro-rata if
part-time]. For every five years continuous service (five
full holiday years need to be completed – January to
December), staff will receive one days extra leave per
annum, providing that the maximum will be 35 days
leave in total, irrespective of length of service.

Stakeholder Pension Scheme
From the date you start working for TACT, you are
automatically enrolled, via a salary sacrifice scheme,
into the TACT stakeholder pension scheme, currently
through Scottish Widows, at a minimum 4% of basic
salary. You may opt-out of the scheme. TACT will
contribute up to five percent of your annual salary on a
matched basis. You can, of course, pay higher than five
percent to secure yourself a better pension. London
Weighting and other allowances are not counted as
part of your salary in relation to pensions. You are able
to contribute to your pension via salary sacrifice if you
wish.

Sick Pay
TACT has a generous company sick pay scheme for staff
who are unable to attend work due to unavoidable
sickness absence and who follow the set down
notification and certification procedure. We also have
access to Occupational Health Advisers who provide
expert medical opinions.

Loyalty Award
TACT values the commitment, experience and loyalty
of those that have worked and made their career
within the organisation. In recognition of this, a oneoff payment of £500 will be paid to an employee
on completion of ten years continuous service and,
thereafter, £500 for every five years continuous service
completed.

Group incOme ProtectiOn
This is available to all permanent full-time and part-time
employees aged 18 or above who join the company
prior to their 63rd birthday once they have completed
two years service, subject to satisfying the terms and
conditions of the policy. Group Income protection
insurance is a benefit which provides an income after 13
weeks continuous absence from work due to accident or
illness, subject to acceptance of a claim. The income is
up to 75% of basic salary (including London Weighting
where applicable) less an amount equal to State
Invalidity Benefit. The income during a qualifying claim
will be paid for a maximum of 24 monthly payments or
until the employee is able to return to work, until they
reach retirement age of 65 or until death – which ever
occurs first.

Dental Scheme
After successfully completing the six month
probationary period, you will be entitled to join the
dental scheme. If you wish to join this scheme, you
will have to pay the full cost for yourself and partners/
dependants.

Eye Care
TACT will contribute £20 to the cost of an eye test for the
use of display screen equipment and up to £55 towards
the cost of spectacles upon receipt of confirmation that
they are required for display screen use.

Death in Service Scheme
Death in Service cover is provided at a flat rate of
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staff benefits
Out-of-Hours Duty
All social work staff will be required to work on the
out of hours duty rota and an allowance is paid in
recognition of this.

Season ticket loan
To help members of staff pay for their travel to work,
they can apply for an interest-free loan. Employees
on contracts of employment of one year or more
will be eligible, subject to passing TACT’s six months
probationary period, to apply for an interest-free
loan. The Sunday Times Best 100 Companies to Work
for TACT has successfully been named as one of the
Sunday Times Best Company to work for in 2010,
2011, 2012, 2013, 2015, 2017 and 2018, in the top
100 small companies category. We are very proud
of this achievement year on year as it illustrates the
commitment, loyalty and hard work of everyone in the
organisation.

Sabbaticals
12-week sabbaticals will be offered to staff with ten
years or more continuous service. The timing of the
sabbatical will be mutually agreed between the line
manager and the employee. Notice of intention to take
a sabbatical should be requested in writing at least six
months before the intended start of the sabbatical.
An employee will be required to take five days of their
annual leave entitlement (pro-rata if part-time) at the
start of their sabbatical leave period. TACT will pay half
salary for the remaining 11 weeks of the absence.

Employee Assistance
PrOgramme (EAP)
TACT offers a non-contributory employee assistance
programme. You can speak to a qualified adviser on any
topic that’s bothering you; work, family crises, personal
life, illness, managing money, retirement issues and
personal crises. You have access to friendly, unbiased,
confidential advice whenever you need it. The service is
completely free, independent and available to you and
members of your immediate family 24 hours a day, 365
days a year.

Working from Home
We do have a working from home policy and there is the
flexibility for our social work staff to work from home
from time to time and with agreement from their line
manager.
6 www.tactcare.org.uk

Compressed Working Hours
To provide flexibility around working hours, it is
possible for some admin staff to work compressed
hours, in agreement with their line manager. This is
achieved by working the extra seven hours into the
nine working days. Staff are not encouraged to work
through their lunch break in order to build up time. This
arrangement is not available until staff have completed
their probationary period. It is available for staff that
work 21 hours or more per week.

Business Travelling
If part of your job requires you to travel, you will be able
to claim a mileage allowance, subject to certain limits or
public transport costs. You will also be able to claim an
allowance per mile if you use your bike for business
travel.

staff benefits
Learning Development
Opportunities
One of the things we’re proudest of as an employer is
that many of our employees stay with us for the longterm and that we are able to fill many of our senior
positions from within the charity.
TACT has an enviable record of delivering
excellence in learning and development which includes:
•
•
•
•
•
•
•
•
•

A strong culture of internal development and
promotion.
A wide range of internal and external courses.
A structure of appraisals and reviews to enable
personal development.
Membership of Research in Practice with
opportunities
to attend their learning events and other benefits.
Sponsorship towards a professional qualification,
including day release.
Paid subscription to a professional body.

Family-Friendly Policies
TACT provides a number of generous family-friendly
policies that provide benefits that exceed the statutory
requirements. These include:
•
•
•
•

Maternity leave
Parental leave
Paternity leave
Time-off for dependants

Disability Confident
Committed Employer

Equal Opportunities
Our equal opportunities policy covers both employment
and service provision. We aim to have a workforce that
reflects the communities in which we work.
Before applying for a job with TACT, it’s natural that you
would want to have a really clear idea of what it is like to
work for TACT. So, as well as telling you about our
generous employment benefits package we’ve included
some first hand comments from people who already
work for us.

Employee Benefits Discount
Scheme
All employees are able to access a wide range of
discounts provided by over 400 retail outlets and service
providers. As well as an on-going account with access
to long term discounts on everyday items, extra special
offers and freebies are also made available from time to
time.

Wellbeing Days
TACT provides a cash contribution to a wellbeing team
event for one day per year. Previous team activities have
included ten pin bowling, pottery workshops and river
cruises.

Volunteering
TACT’s volunteering policy allows our employees to give
back and support local communities as well as enriching
the lives of those employees. Following successful
completion of the probationary period, employees
may be permitted to take up to three paid days leave
per year to volunteer in local schools, community
organisations etc.

TACT is registered with the Disability Confident
Employer scheme and is constantly reviewing all
policies and procedures to support inclusivity equality.
TACT is currently committed to:
•
•
•
•
•
•

Ensuring our recruitment process is inclusive and
accessible.
Communicating and promoting vacancies.
Offering an interview to disabled people.
Anticipating and providing reasonable adjustments
as required.
Supporting any existing employee who acquires a
disability or long term health condition, enabling
them to stay in work.
Undertaking at least one activity annually that will
make a difference for disabled people.
www.tactcare.org.uk 7

STAFF COMMENTS
The best people to tell you what working
for TACT is really like are pur staff. Here’s
what some of them have to say:

“TACT provides its staff with
extremely gOod working
conditions and conditions Of
service.”
“There are very gOod
benefits; generous holiday
entitlement, compressed
hours working and
contributory private health
care.”
“I think that TACT is a
gOod equal Opportunities
employer.”
“I would recommend TACT as
an employer to others.”

8 www.tactcare.org.uk

“I am really happy with
supervision sessions and
find them very supportive.”
“I particularly enjoy
working for a non-profit
organisation.”
“TACT offers excellent
conditions and first class
quality support to its
foster carers and lOoked
after children and yOung
people.”
“The people i work with
make coming to work a
pleasure.”

“The performance reviews
are brilliant. You get to
knOw how yOu are getting on
and hOw to improve.”
“I love working for the
benefit Of children in
care. i am proud of the
commitment, dedication and
professiOnalism of the team
i manage.”
“The charitable status;
working to give children
better lives; the
inspirational foster carers;
there is a genuine desire to
do ‘the right thing.”

www.tactcare.org.uk 9

equal opportunities

equal opportunities

Policy Statement

implementation

Harassment

TACT is fully committed to providing a harmonious
working environment in which employees are able
to maximise their full potential and to contribute to
business success, irrespective of their age, gender,
ethnic origin, race, disability, religious beliefs, sexual
orientation or marital status. TACT is committed to
identifying and eliminating discriminatory practices,
procedures and attitudes throughout the organisation.

TACT will establish an ongoing monitoring and
reviewing system to assess the impact of our policies
and their related activities, inform on progress and take
necessary action to encourage good practice and tackle
any negative impact. This is set out in this policy under
‘Monitoring’.

Harassment is physical, verbal or non verbal behaviour
which is unwanted and personally offensive to the
recipient, and which causes the recipient to feel
threatened, humiliated, intimidated, patronised,
denigrated, bullied, distressed or harassed.

TACT believes that all employees are entitled to be
treated with dignity and respect while at work and
to treat others with dignity and respect also when
representing the business in any capacity outside of the
usual working environment. TACT expects employees
to support this commitment and to assist in all possible
ways. The aim of this policy is to prevent discrimination,
provide guidance to resolve any problem should it occur
and prevent recurrence.

Preventing Discrimination in
Employment
TACT endeavours to ensure that no employee or job
applicant is discriminated against, either directly or
indirectly, on the grounds of age, gender, ethnic origin,
race, disability, religious beliefs, sexual orientation or
marital status.
This commitment applies to all the aspects of
employment outlined below:
•
•
•
•
•
•
•

Recruitment and selection, including
advertisements, job descriptions, interview and
selection procedures.
Training for all staff involved in the recruitment of
staff.
Training for all staff to ensure employees are aware
of the policy and practice.
All training in which staff participate will actively
take account of equal opportunities issues and
address any discriminatory remarks of behaviour.
Promotion and career development opportunities.
Terms and conditions of employment, and access to
employment-related benefits and facilities.
Grievance handling and the application of
disciplinary procedures.

The lead responsibility for Equal Opportunities policy
rests with Daniella Jackson, HR Director for TACT. As part
of her role and function within the organisation she is
responsible for leading on recruitment, staff monitoring,
development and production of relevant HR standards
and review and implementation of this policy within
TACT.

Equal Opportunities
Awareness
All employees will be informed of the Company’s
expected standards of conduct in respect of equality
of opportunity at the induction stage of employment.
This will outline the need for equality in the workplace,
the impact that discrimination may have on fellow
employees and what the consequences of derogatory
conduct or remarks may include. It will also include
discussion on issues of difference that the line manager
and employee need to take account of in their
supervisory relationship.
Where necessary, the Company will take additional
steps to ensure there is an appropriate awareness
amongst employees of the effects of discriminatory
behaviour. Training our employees to implement this
policy is undertaken.

The way in which Complaints
of Unlawful Discrimination
and Harassment will be
handled
Discrimination and harassment are often complex
matters, and there is no single way of dealing with every
suspected or alleged instance. In some cases employees
may be able to deal satisfactorily with an issue by raising
it with their immediate manager.
If an employee wishes to make a formal complaint he
or she should use the Company’s Grievance Procedure
which is set out in the Employee Handbook. The
Company will treat seriously all allegations of unlawful
discrimination or harassment.

if an Employee is Accused of
Unlawful Discrimination or
Harassment
If an employee is accused of unlawful discrimination or
harassment, the Company will investigate the matter
fully.
In the course of the investigation the employee will be
given the opportunity to respond to the allegation and
provide an explanation of his or her actions.
If the Company concludes that no unlawful
discrimination or harassment has occurred, this will be
the end of the matter.
If the Company concludes that the claim is false
or malicious the complainant may be subject to
disciplinary action.

Sexual Harassment
Any claim or litigation directed against an individual
employed by TACT whether a Consultant or otherwise,
should not be assumed to create any legal responsibility
on TACT’s part to assist any individual or any financial
liability for TACT on behalf of such an individual. Claims
for sexual harassment are specifically excluded from
TACT’s insurance policies and claims of other kinds may
not necessarily be met by these insurance policies.
In cases such as sexual harassment claims, the individual
concerned facing a claim should assume neither TACT
nor TACT’s insurance policies will assist them.
All allegations of sexual harassment against any
employee will be dealt with rigorously under the
Disciplinary and Grievance procedure.

Victimisation
It is unlawful to victimise any individual who has
pursued a case, complaint or allegation of racial
discrimination by disciplining them, dismissing them,
transferring them [unless this is requested by the
victim[s], subjecting them to any other detriment [e.g.
moving them into a lower paid / status job].
All allegations of victimisation against any employee will
be dealt with rigorously under TACT’s disciplinary and
Grievance procedure.

Employees’ Responsibilities
All employees have the right to work in an environment
which is free from any form of harassment. All
employees have a responsibility to help ensure a
working environment in which the dignity of employees
is respected; employees must ensure their behaviour
to colleagues, clients or and customers does not cause
offence and could not in any way be considered to be
harassment or victimisation.
The Company fully recognises employees’ right to
complain about harassment or victimisation should it
occur and recommends the following procedure: (please
see next page for procedures).

If on the other hand the Company concludes that the
employee’s actions amount to unlawful discrimination
or harassment he or she may be subject to disciplinary
action, up to and including summary dismissal for gross
misconduct
10 www.tactcare.org.uk
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equal opportunities

equal opportunities

Informal Complaint

employee, their manager will consider what action to
take.

MonitOring

This may range from counselling to formal disciplinary
action, including dismissal in serious cases.

Equality of opportunity is about good and effective
employment practice, and about creating an
environment in which everybody can be assured that
their contribution is valued. TACT will not tolerate
harassment or victimisation of any kind in the working
environment and will take positive action to prevent
its occurrence. In this connection the Company will
monitor its policies and will implement changes in
order to improve them as social attitudes and legislation
change. This commitment applies to all the Company’s
employment policies and procedures, not just
those specifically concerned with equal opportunities.

Where an employee does not view the harassment as
serious or where it is not repeated and the employee
simply wants the behaviour to stop, they should
approach the alleged harasser directly, making it clear
to the person(s) harassing them that the behaviour is
offensive, is not welcome and that it should be stopped.
Where the employee finds this difficult or embarrassing,
they may request a member of the management team to
approach the alleged harasser informally on your behalf.

Formal Complaint
The formal complaints procedure is appropriate if the
employee views any harassment or victimisation to
which they have been subjected as serious, if they
prefer this method or if the harassment or victimisation
continues after the informal procedure has been used. All
formal complaints will be dealt with seriously, promptly
and confidentially under the Company’s Grievance
Procedure.
Formal complaints should be made in accordance with
the Company’s Grievance Procedure. An investigation
will be conducted to clarify and formally record the
nature of the complaint and the events surrounding the
complaint, and will include meetings with anyone who
can assist with the investigation. During this time, every
effort will be made to distance the associated parties
from each other.

If an Employee is Accused
of Discrimination or
Harassment or Victimisation
If an employee is accused of acting in a discriminatory
manner towards a fellow employee or a job applicant, or
if they are accused of harassment or victimisation, they
will be given a proper opportunity to rebut the allegation
as part of the investigation, and provide an explanation
of their actions.
If it is concluded that there was no discrimination or
harassment or victimisation, this will be the end of the
matter. If it is concluded that a false claim has been
maliciously made against the employee, the person or
persons responsible may be subject to disciplinary
action.
If it is concluded that they have acted in a discriminatory
manner, or have harassed or victimised another
12 www.tactcare.org.uk

Equal Pay
Men and women are entitled to be paid equally without
any bias on the grounds of sex and that this right is set
out in the Treaty of Rome and is enforceable under UK
Law.
All reasonable steps will be taken to ensure that male
and female staff receive equal pay for the same work and
for work rated as equivalent and for work of equal value.

Training
We will train, develop and promote on the basis of merit
and ability and encourage employees and applicants
from all races.

Recruitment
TACT’s Equal Opportunities policy is implemented within
the separate procedures relating to recruitment of staff
within the organisation. As part of TACT’s commitment
to Equal Opportunities recruitment practices it will
include a range of open recruitment methods such as
the use of job centres, careers offices as well as press
advertisements.

Equal opportunities will be monitored at every stage
including:
•
•
•
•
•
•

All elements of the recruitment and selection
process; job applicants and existing employees.
Promotion and transfer.
Terms and conditions of employment.
Work life balance and sexual harassment policies.
Grievance and disciplinary procedures.
Resignations, redundancies and
dismissals.

In advertisements and publicity literature reference will
be made to TACT being an Equal opportunity employer
and make reference to other achieved standards such as
Investors in People and the 2 tick disability symbol.

Management Responsibilities
Managers are the guardians of equality of opportunity
within their areas of responsibility. Equal Opportunities
are part of the larger management responsibility of
ensuring that the employment environment provides
employees with motivation to do a good job. This will
be impossible to achieve if individuals feel that they are
being treated unfairly.
Where problems or complaints arise, managers must take
these seriously and make sure they are fully investigated
and that any necessary follow-up action is taken.
This may include initiating disciplinary action against
employees who have committed acts of discrimination,
harassment or victimisation.
www.tactcare.org.uk 13

Disability policy

Training and Career
Development

DIVERSITY POLICY

introduction

We recognise that all employees have equal rights
to training, promotion and other aspects of career
development based purely on their abilities.

Policy Statement

The law prevents discrimination against disabled people
at work. TACT has set out its policy on disability for your
guidance and to ensure that we comply with our legal
responsibilities to disabled people.
Any employee who believes that he or she has been
unfairly discriminated against because of a disability or
for reasons related to their having a disability can use
the grievance procedure.
Disciplinary action will be taken against any employee
who is found to have committed an act of discrimination
against someone who has a disability. This includes
treating them less favourably because of their disability
or for a reason related to it such as harassment or
victimisation or failing to make reasonable adjustments
to prevent a disabled person being placed at a
substantial disadvantage at work. Serious breaches of
policy will be taken as gross misconduct.

Recruitment
Recruitment is carried out on the sole basis of the
applicant’s abilities and suitability for the job. A
disability will not in itself justify the non-recruitment of
an applicant. Reasonable adjustments to the application
procedures will be made as required to ensure that
applicants are not disadvantaged because of disability.
No applicant will be considered unsuitable for
appointment or less suitable than another applicant
unless full consideration has been given as to whether
a reasonable adjustment can be made to overcome any
effect of their disability upon suitability for the post.

Promotion and training will be made accessible to
disabled employees by such adjustments as are
reasonable.

Benefits
Disabled employees have equal access to all benefits
and facilities and reasonable adjustments will be made
where necessary.

Harassment
Harassment of disabled employees will be a disciplinary
offence and may constitute gross misconduct. Any
unwanted conduct that violates a disabled person’s
dignity or creates an intimidating hostile, degrading,
humiliating or offensive environment for him or her is
illegal.

Retention

TACT actively encourages diversity to maximise
achievement, creativity and good practice and bring
benefit to individuals and communities.
TACT encourages all people it works with and for to
contribute to an environment in which people feel
comfortable expressing how they feel and what they
need, knowing they will be treated with respect and
that their contribution will be valued.

and intentions of legislation that outlaws discrimination
and promotes equality and diversity.
TACT makes reasonable adjustments to working
practices, equipment and premises and offers, where
appropriate, additional support to trustees and

We will make such adjustments as are reasonable to
enable a disabled employee to carry out their duties.
This will include but is not limited to consideration of
the provision of specialist equipment, job re-design,
re-training, flexible hours, remote working and/or redeployment.

diverse needs is enhanced by having a diverse

active part in TACT’s work.
TACT also recognises that its ability to meet these
workforce which generally reflects local populations
in the area that it services and which has the skill,
knowledge and understanding to achieve the service
objectives. It commits itself to valuing diversity in its
workforce and to developing and training employees

When a disabled employee commences employment

The prime responsibility for arranging the appropriate
adjustment will lie with the Senior Management Team
who will at all times consult with the employee
concerned whose agreement will be sought. The
expertise of the disabled people concerning their own
disability will be
recognised.

we will, in consultation with the disabled employee,
ensure that such reasonable adjustments are made
as required to enable him or her to work safely and
effectively and to secure equal access to the benefits of
employment.

to improve their ability to meet TACT’s goals within an
overall framework of equality.

Has a workforce generally reflecting the population
it serves.

•

Accepts that all have a right to their distinctive and
diverse identities.

•

Understands how valuing diversity can improve
TACT’s

•

ability to deliver better services to children and
young people and so reduce disadvantages.

•

Actively consults with staff, foster carers, young
people and other stakeholders to ensure that the
services, which are provided, are responsive and

both the mission and objectives of TACT and the spirit

employees to ensure they are able to take a full and

Adjustment

•

The way we work, train and learn within TACT reflects

As part of our commitment to equal opportunities for
disabled people we will ensure that all reasonable
measures are taken to retain disabled employees in
employment.

induction

TACT is committed to be an organisation that:

reflect the diversity of need.
•

Provides a supportive, conducive environment
where all

•

employees have the opportunity to reach their full
potential.

•

Allows employees to challenge behaviour that devalues

•

diversity and equality in a safe and constructive
manner.

TACT believes that employees have an important part to
play in making this happen and it requires every
employee to recognise and discharge their own
responsibility. It undertakes to listen to its foster carers,
young people and customers and to involve them in
the development of services, which recognise and value
their diversity.
TACT uses its best endeavours to deliver services in a
manner that genuinely recognises the role and benefits
of an inclusive society that brings opportunities and
access, not barriers, to individuals.

Where we do not have the relevant expertise to resolve
the problem, we will where required, consult an outside
specialist. Once an adjustment has been made it may
need to be reviewed at agreed intervals to assess its
continuing effectiveness.

14 www.tactcare.org.uk
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Out of hours PoLICY
Out of hours policy for
Social Workers
The out of hours duty cover is seen as a local activity
and is managed by the Area Manager in order to meet
the local needs of carers and staff. There is a national out
of hours rota for mangers.
The out of hours activity is primarily seen as providing a
telephone support service but in exceptional cases
where a “call out” is required, a decision will be made
by the duty manager who will determine who is most
appropriate to respond to a given situation.
Staff covering out of hours duty will be paid an
allowance of £1500 per annum (pro rata if part time),
paid monthly within their salary and that this figure will
be reviewed annually. (The £1500 additional allowance
will not be part of the basic salary and therefore will not
be included in pension contributions).
If a staff member is “called out”, an overtime payment
will be made at time and a half of basic salary (Monday
to Saturday) and two times basic salary for public
holidays and Sundays. (Basic salary includes London
Weighting but not the £1500 allowance for out of
hours). TOIL will not be able to be claimed when “called
out”.
Where a local office is required to make placements out
of hours, an additional £500 is paid to social workers on
the rota.

16 www.tactcare.org.uk
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Dbs policy
TACT’S disclosure and
barring policy of the
recruitment of ex-offenders
- England and Wales

We ensure that all those in TACT who are involved in the
recruitment process have been suitably trained to
identify and assess the relevance circumstances of
offences. We also ensure that they have received
appropriate guidance and training in the relevant
legislation relating to the employment of ex-offenders,
e.g. the Rehabilitation of Offenders Act 1974.

As an organisation using the Disclosure and Barring
Service (DBS) checking service to assess applicants’
suitability for position of trust, TACT fully complies
with the Code of Practice and undertakes to treat
all applicants for positions fairly. It undertakes not
to discriminate unfairly against any subject of a DBS
check on the basis of a conviction or other information
revealed.

At interview, or in a separate discussion, we ensure that
an open and measured discussion takes place on the
subject of any offences or other matter that might be
relevant to the position. Failure to reveal information
that is directly relevant to the position sought could
lead to withdrawal of an offer of employment.

TACT is committed to the fair treatment of its staff,
potential staff, or users of its services, regardless of race,
gender, religion, sexual orientation, responsibilities for
dependents, age, physical/mental disability or offending
background.
We actively promote equality of opportunity for all with
the right mix of talent, skills and potential and welcome
applications from a wide range of candidates, including
those with criminal records. We select all candidates for
interview based on their skills, qualifications and
experience.
For those positions where a DBS check is required, all
application forms, job adverts and recruitment briefs
will contain a statement that a DBS check will be
requested in the event of the individual being offered
the position.
Where a DBS check is to form part of the recruitment
process, we ask all applicants called for interview to
provide details of their criminal record at an early stage
by completing a criminal record self declaration form
as part of the application process. We request that this
information is sent under separate, confidential cover, to
a designated person within TACT and we guarantee that
this information will only be seen by those who need to
see it as part of the recruitment process.
Unless the nature of the position allows TACT to ask
questions about your entire criminal record, we only ask
about ‘unspent’ convictions as defined in the
Rehabilitation of Offenders Act 1974. This is the case for
most of the positions in TACT such as Social Work, Child
Resource Work, Administrative posts, Trustees and Panel
Members.

18 www.tactcare.org.uk

We make every subject of a DBS check aware of the
existence of the Code of Practice and make a copy
available on request.
We undertake to discuss any matter revealed in a DBS
check with the person seeking the position before
withdrawing a conditional offer of employment.

TACT’S pOlicy on the secure
handling, use, storage,
retention and destruction of
disclosure information
- England and Wales
General principles
As an organisation using the Disclosure and Barring
Service (DBS) checking service to help assess the
suitability of applicants for positions of trust, TACT
complies fully with the Code of Practice regarding the
correct handling, use, storage, retention and disposal of
certificates and certificate information. It also complies
fully with its obligations under the Data Protection Act
1998 and other relevant legislation pertaining to the
safe handling, use, storage, retention and disposal of
certificate information and has a written policy on these
matters, which is available to those who wish to see it
on request.

Storage and access
Certificate information should be kept securely, in
lockable, non-portable, storage containers with access
strictly controlled and limited to those who are entitled
to see it as part of their duties.

Handling
In accordance with section 124 of the Police Act 1997,
certificate information is only passed to those who are
authorised to receive it in the course of their duties. We
maintain a record of all those to whom certificates or
certificate information has been revealed and it is a
criminal offence to pass this information to anyone who
is not entitled to receive it.

Usage
Certificate information is only used for the specific
purpose for which it was requested and for which the
applicant’s full consent has been given.

Retention
Once a recruitment (or other relevant) decision has been
made, we do not keep certificate information for any
longer than is necessary. This is generally for a period
of up to six months, to allow for the consideration and
resolution of any disputes or complaints. If, in very
exceptional circumstances, it is considered necessary to
keep certificate information for longer than six months,
we will consult the DBS about this and will give full
consideration to the Data Protection and Human Rights
of the individual before doing so. Throughout this time,
the usual conditions regarding the safe storage and
strictly controlled access will prevail.

Disposal
Once the retention period has elapsed, we will ensure
that any DBS certificate information is immediately
destroyed by secure means, i.e. by shredding, pulping
or burning. While awaiting destruction, certificate
information will not be kept in any insecure receptacle
(e.g. waste bin or confidential waste sack). We will not
keep any photocopy or other image of the certificate
or any copy or representation of the contents of a
certificate. However, not withstanding the above, we
may keep a record of the date of issue of a certificate,
the name of the subject, the type of certificate
requested, the position for which the certificate
was requested, the unique reference number of the
certificates and the details of the recruitment decision
taken.

(To note: those registered care homes which are
inspected by the Care Quality Commission (CQC), those
organisations which are inspected by Ofsted and those
establishments which are inspected by the Care and
Social Services Inspectorate for Wales (CSSIW ) may
retain the certificate until the next inspection. Once
the inspection has taken place the certificate should
be destroyed in accordance with the Code of Practice.
Handling of DBS certificate information, December
2012 – 2).
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pvg policy
TACT Policy on the
Recruitment of exOffenders
Scotland
Policy Statement
1. The Code of Practice (“the Code”) is published by
Scottish Ministers under section 122 of Part V of The
Police Act 1997 (“the 1997 Act”). The Code identifies
obligations which registered bodies, counter signatories
and other recipients of disclosure information issued
under the 1997 Act and the Protection of Vulnerable
Groups (Scotland) Act 2007 (“the 2007 Act”).
2. We comply with the Code, the 1997 and 2007 Acts
regarding the treatment of individuals who are subject
to Disclosure Scotland checks. We undertake not to
discriminate unfairly against the subject of a disclosure
on the basis of conviction or other information revealed.
3. We will provide a copy of this policy and the Code to
anyone who asks to see it.
4. We are committed to equality of opportunity, to
following practices, and to providing a service which is
free from unfair and unlawful discrimination. We ensure
that no applicant or member of staff is subject to less
favourable treatment on the grounds of offending
background. We actively promote the right mix of talent,
skills and potential and welcome applications from a
wide range of candidates, including those with criminal
records. The selection of candidates for interview will be
based on skills, qualifications and experience.
5. We will use a Disclosure Scotland check only where
this is considered proportionate and relevant to the
particular position or type of regulated work. This
will be based on a thorough risk assessment of the
position or work and having considered the relevant
legislation which determines whether or not a Standard
or Enhanced Disclosure under the 1997 Act or a Scheme
Record under the 2007 Act is applicable.
6. Where a disclosure application or request is deemed
necessary, individuals will be made aware that the
position or work will be subject to a Disclosure Scotland
check and that the nature of the position or work
entitles us to ask about spent and unspent convictions.
Job Advertisements will clearly state if an Enhanced or
Standard Disclosure check is required.
7. We will ask individuals to complete a criminal record
self-declaration form. We will stress to individuals that
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they should be honest in their response. We will ask that
this form be returned under separate, confidential cover,
to a designated person within our organisation and we
guarantee that this form will only be seen by those who
need to see it as part of the decision-making process.
8. At interview, or under separate discussion, we
undertake to ensure an open and measured discussion
on the subject of any offences or other matters that
might be considered relevant for the position or work
concerned.
9. We undertake to discuss any matter revealed in a
certificate* issued under the 1997 Act or a Scheme
Record issued under the 2007 Act with the subject of
that disclosure before a decision is made.
10. We ensure that all those who are involved in the
decision making 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 about
providing work for ex-offenders.
Having a criminal record will not necessarily
debar you from working with us
* We are only able to discuss what is contained on a
Disclosure Certificate and not what may have been sent
under separate cover by a police force.

TACT Policy on the Secure
Handling, Use, Storage,
Retention and Destruction
of Disclosure information ScOtland

Usage
will use disclosure information only for the purpose
for which it was requested and provided. Disclosure
information will not be used or disclosed in a manner
incompatible with that purpose. We will not share
disclosure information with a third party unless the
subject has given their written consent and has been
made aware of the purpose of the sharing.

Handling
We recognise that, under section 124* of the 1997 Act
and sections 66 and 67 of the 2007 Act, it is a criminal
offence to disclose disclosure information to any
unauthorised person. Disclosure information is only
shared with those authorised to see it in the course of
their duties. We will not disclose information provided
under subsection 113B(5)** of the 1997 Act, namely
information which is not included in the certificate, to
the subject.

Access & Storage
5. We do not keep disclosure information on an
individual’s personnel file. It is kept securely, in lockable,
non-portable storage containers. Access to storage units
is strictly controlled and is limited to authorised named
individuals, who are entitled to see such information in
the course of their duties.
* The Serious Organised Crime and Police Act 2005 (“the
2005 Act”) schedule 14, paragraph 12 amended section
124
** Subsection 163(2) of the 2005 Act inserted subsection
113B into the 1997 Act. Subsection 113B(5) of the 2005
Act replaces subsection 115(8) of the 1997 Act.

Policy Statement: Introduction
The Code of Practice (“the Code”) is published by
Scottish Ministers under section 122 of Part V of The
Police Act 1997 (“the 1997 Act”). The Code sets out
obligations for registered bodies, counter signatories
and other recipients of disclosure information issued
under the 1997 Act and the Protection of Vulnerable
Groups (Scotland) Act 2007 (“the 2007 Act”).

General Principles
We comply with the Code and the 1997 and 2007 Acts
regarding the handling, holding, storage, destruction
and retention of disclosure information provided
by Disclosure Scotland. We comply with the Data
Protection Act 1998 (“the 1998 Act”). We will provide a
copy of this policy to anyone who requests to see it.
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how tO ApplY
To apply:
An Application Form is available on our website
Job Vacancies page, where you will also find more
details about our current recruitment opportunities.
Completing an application will automatically register
you on our user friendly online recruitment system.

Job Alerts:
You can register for Job Alerts on our website Job
Vacancies page which enables us to send an email
direct to your inbox whenever a vacancy matching your
preferences arises.

Checks:
References covering the last 3 years of employment will
be requested, at least 1 of which will be a professional
reference. A DBS check will be undertaken by TACT on
your behalf (either standard or enhanced depending on
the role you are applying for).
For more information on TACT please visit:
www.tactcare.org.uk
For help and assistance with your application, please
contact HR on
hr@tactcare.org.uk.
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To find out more please
get in tOuch with us:
TACT
The Courtyard
303 Hither Green Lane
Hither Green
London SE13 6TJ
020 8695 8146
HR@tactcare.org.uk
www.tactcare.org.uk
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