
Welcome to the second issue of a newsletter for organisations using 
SAVO’s Criminal Records Bureau Disclosure Service. We intend to produce 
these newsletters on an irregular basis as and when there is news or  
information which we feel might be of interest to you. 

 Charges frozen for yet another year 

These charges apply to organisations which are members of SAVO, non-members pay an  
additional £5.00 per application. We will be sending out membership forms for 2009/10  
during March, so please make sure that if you want to continue to benefit from the member 
rates that you rejoin SAVO as soon as possible.  
  
We will continue to retain the right to charge a fee of £5.00 if we have to return a form to 
you if it has been incorrectly completed. As some of you know, we don’t charge this fee for 
simple errors or omissions but believe that its existence can help to ‘focus the mind’ when 
completing the application forms. 

 Standard Disclosure  Enhanced Disclosure  POVA First Check  

Employee  £38.50  £43.50  £6.00  

Volunteer  0£7.50  0£7.50  £6.00  

We wrote to you in September 2008 letting you know that we had transferred the CRB  
Service to SAVO Enterprises, which is wholly owned by SAVO, so as not to have to start 
charging VAT. 
 
A number of organisations are still making payments directly to SAVO and 
whilst we can still accept these payments and transfer the money from 
SAVO to SAVO Enterprises it will make our life a lot simpler if you could 
make all payments for CRB checks to SAVO Enterprises. 

Please Pay SAVO Enterprises Not SAVO Please Pay SAVO Enterprises Not SAVO 

Enterprises 

March 2009 

SAVO Enterprises 

The CRB have recently announced that they have carried out their 
annual review of costs and have decided not to increase their 
charges as from 1st April 2009 . 
 

Likewise we at SAVO have also decided to keep our charges at the 
same level again for the year starting on 1st April 2009.  
 

The charges therefore remain:  
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 Only Use SAVO Enterprises CRB Forms Please  

 Don’t sign in the forbidden box! 

On occasionS we have found that the person checking an applicant’s identity has signed in 
the Countersignatory’s signature box in Section Y on the back page of the form. 
 

Up until the CRB brought in a new regulation last Autumn this wasn’t a major problem as 
provided we could fit one of our signatures in that box the CRB would accept the form.          
 

This is no longer the case as the new rule means that if there is anything 
other than a Countersignatory’s signature in the box in Section Y they will 
reject the form and a completely new form will have to be completed. 
 

To avoid any forms being returned, please leave this box, together with the 
rest of Section Y, blank. 

 Why Does the Disclosure Sometimes Say Child and/or Adult after 

the Job Title? 

You may have noticed that on some of the Disclosure certificates that you have received the 
job title has had the word ‘child’ or ‘adult’ added to the job title which you wrote on the 
form and wondered why this had happened.  
 

The answer is that we have written it on the form if we think that the job title is not  
self-explanatory in terms of the group of people whom the applicant is going to be working 
with. 
 

Therefore if a job title isn’t self-explanatory, for example ‘Support Worker’, and doesn’t 
show that the work is with children or adults, there is a chance that the police might not  
include relevant non-conviction information.  
 

The CRB advised that if the police looked on their records and found some non-conviction 
information which they felt was only relevant if the applicant was going to work with, for 
example, vulnerable adults, this information might not be included on the Enhanced  
Disclosure if the job title did not indicate that they were going to work with adults.  
 

We believe that the chances of this happening are not high but would rather err on the side 
of caution.  
 

We are happy to keep adding ‘child’ and/or ‘adult’ to job titles, we base this on the  
information you give on the SAVO Disclosure Request Form. If you want to add this  
information to the job title in Section B of the form yourself then that is also fine with us.    

From time to time we get forms sent to us which haven't been 
issued by SAVO. We then have to return the form to the  
Organisation, as we are only allowed to process forms which 
we have issued. This causes delays in the application process.  
 

If you are in doubt if the form has come from SAVO, look at 
the top left hand corner of the front of the Disclosure form and it will say either Suffolk  
Association of Voluntary Organisations or SAVO Enterprises and will have our address printed 
below.  
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 Common Errors or Omissions 

Some of these errors or omissions are ones we also covered in the last newsletter, but as 
that was about a year ago and we are still getting forms with those problems on we thought 
it was worth a reminder. Some of them are new ones which, for reasons we can’t work out, 
seem to have become more common in recent months. 
 

Thank you if you noted what we said last time and are filling in the forms correctly! 

 Surname at birth (if different) – doesn’t always ask what you 

think it asks 

 Black ink means just black ink – not blue with black over it  

The CRB do not like any colour ink other than black, this includes black ink over any other 
colour such as blue, red, green etc.   
 

If a form has any ink on it which isn’t black, even if it is mainly hidden underneath black, 
then the form will be rejected by the CRB.  
 

We therefore will send any application forms which have anything other than black ink on 
them back to you and ask you to fill in a completely new form. 
 

There is a good reason for this requirement; the forms are scanned by the 
CRB and colours other than black do not scan well and if letters have been 
overwritten they often become less clear and so do not scan properly.   
 

This requirement applies equally to applicants and to those checking  
identity documents!  

Not unreasonably, some people filling in a form which asks for their ‘Surname at birth (if  
different)’ take this to mean that if they are using the same surname that they had when 
they were born, they don’t need to answer the question. See question C20 on the CRB Form. 
 

Unfortunately in the CRB world this question doesn’t actually ask the question which needs 
to be answered. A better, if rather longer, way of wording this question would be to split it 
into two questions -   
• “If you have ever used any other surname, please state what your surname was at birth 

and year you stopped using it for the first time.” 
• If you use the title ‘Ms’ or are a woman who uses the title ‘Dr’ please state your       

surname at birth even if you have never used any other surname” 
 

We covered the somewhat illogical issue of Ms and Dr titles in the last newsletter, but are 
coming across more applications where a person has resumed using their surname at birth 
after using another surname and sensibly has taken the question to actually mean what it 
asks! 
 

This issue is most commonly, but not only, encountered with women reverting to their birth 
surname following a divorce or separation. 
 

Please can you ensure that if an applicant has ever used a surname other then the one they 
currently use, that a full history of surnames used, with dates, is completed in Section C. 
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 Address History – 5 years means 5 years of continuous addresses, 

not nearly 5 years or with a few gaps in it 

It is important that the address history given on the form, and additional sheets if necessary, 
gives addresses, with no gaps between addresses, for at least the last five years.  
 

The CRB are very strict about this and will not accept addresses which go back for fewer 
than 5 years – even if it is only a month or so under 5 years – so please make sure that the 
addresses go back at least 5 years.  
  
The other address problem we quite often encounter is where there are gaps in the address 
history. Sometimes this is because a person only lived at an address for a month or so when 
they were travelling or between permanent addresses. Either way, addresses must be  
provided for the whole of the 5 year period including those temporary addresses.  

 Make life easy for your applicants – tell them to ignore sections of 

the form  

A large number of forms we receive contain Sections E and F  
completed. These Sections do not need to be completed and 
whilst it doesn’t affect the validity of the form, it just makes  
unnecessary work for your applicants.  
 

It has been a longstanding hope of ours that the CRB will redesign its form without these 
Sections, but until then, please encourage people to leave them blank. 

If an applicant brings you their birth certificate as one of their identity documents please 
check to see when it was issued.  
 

If the birth certificate was issued by UK authorities within 12 months of the date of the  
applicant’s birth then it counts as a Group 1 document. However if it is a copy which was 
issued more then 12 months after their birth, then it can still be used as an identity  
document but will only count as a Group 2 document. Birth certificate was issued by any 
country other than the UK then it only counts as a Group 2 document regardless of how soon 
after the birth it was issued. 

 Birth Certificates – Originals or Copies – Group 1 or Group 2? 

 Door Numbers and House Names Needed 

We realise that some applicants have difficulty remembering  
exactly where they lived five years ago, but we do need the full 
address. This means that we must have the door number, not just 
the name of the road they lived in. Similarly for those people  
living in rural areas where houses have names and not numbers 
we need the full postal address. 
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 No Staples Please  

SAVO Enterprises Criminal Records Bureau Disclosure Service Newsletter 

Whilst it can help to keep continuation sheets and other papers with the 
application form, please don’t staple anything to the application form.  
We have to remove all staples before sending the form off to the CRB and 
there’s always the danger of damaging the form when removing the staple.  
Feel free to use paperclips if you want to hold papers together. 

 Driving Licence Number – must be 18 digits long  

In Section X of the application form there are 18 boxes provided for the driving licence  
number. The CRB require that all of these are completed, not just the first 16 numbers as is 
often the case.  
  

On a photocard the number is in two parts – the first 16 numbers are in one long string and 
then there is a small gap and then there are 2 more numbers just to the right – please fill in 
all these numbers in the boxes on the form.  
 

On older paper licences the first 16 numbers are in one long string but the other 2 numbers 
are not usually next to them, they are often in a box called ‘Issue Number’. Depending on 
the age of the paper licence this box may in a number of places, but is often found in the 
middle of the bottom of the licence, generally on the crease making it harder to read. As 
with photocard licences all 18 of these numbers must be filled in.  

J O N E S 8 5 2 1 0 7 S L 5 9 3 7 0 

 Driving Licence Number – does it indicate a middle name?  

The driving licence number indicates whether a person has a middle name. 
 

A driving licence number starts with the first five letters of a person’s surname followed by 
their date of birth and then immediately after that, the initials of their first two forenames.  
  

Please make sure that these initials match the forenames given in Section A of the form, if 
they do not you must find out what the person’s second forename is and add it to Section A.   
  

If an applicant’s surname has fewer than five letters then the remaining spaces will be filled 
by the number 9, similarly if a person only has one forename, then instead of the second  
initial there will be a number 9. 

 Tippex – a forbidden substance 

To say the CRB doesn’t like Tippex, or any other brands of correcting fluid for 
that matter, is an understatement! If a form has Tippex on it, the CRB will  
reject it and a new form will have to be completed.  
  

If a mistake is made on an application form it must be crossed out and the  
correct information written on the form as close as possible to the incorrect  
information. Whilst this might look less neat than if Tippex had been used, it  
is what the CRB requires as they need to be sure that no one has altered the 
form after the applicant has signed it.  
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 Has Additional Information Been Included? 

There is a box in Section H just under the boxes where an applicant states if they have any 
unspent criminal convictions which asks “Please cross this box if you have supplied  
additional information with the application.”   
 

This box should only be crossed if a Continuation Sheet is being enclosed with the  
applications form. A Continuation Sheet might include information on additional addresses 
needed to make up the five year history, previous surnames used, or details of the identity 
documents seen if only Group 2 documents were seen.  
 

Please ask applicants not to put a cross in this box unless they are including a Continuation 
Sheet, as if it is crossed it may result in either us or the CRB querying whether a  
Continuation Sheet has become lost and therefore delay the application.  

 Five Group Two Documents – We Need To Know What They Are 

If an applicant presents you with five Group Two documents to prove their identity there is 
nowhere on the CRB form to record what these documents are.  
 

In these cases we have to tell the CRB which documents we have seen and so please can you 
write down a list of the five documents and send it in with the completed application form. 
We don’t need the account numbers from bank statements etc., just the basic information 
such as Barclays Bank statement, e.on electricity bill etc. 

 Passport – Is It Out Of Date? 

When an applicant presents you with a passport as one of their identity 
documents, please make sure that the passport is not out of date. The 
CRB can only accept currently valid passports as proof of identity.  
 

In most cases a passport is valid for ten years from its date of issue,  
although in rare cases a passport may be valid for a slightly longer or 
shorter period. 

 Please Write Neatly! 

Whilst some people can find it difficult to write neatly in the boxes on the application form, 
it is very important that applicants are strongly encouraged to write neatly in CAPITALS in 
the boxes provided. The same applies to those of you who check identity documents! 
 

The CRB scan the application forms to get the information into their system and if the  
scanners are unable to read the applicant’s writing then it will result in a delay to, or even 
possibly a rejection of, their application. 
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In the last newsletter we gave some information about the Vetting 
and Barring Scheme which, at that time, was due to come into 
force in Autumn 2008.  

As you probably know, the introduction of the Scheme was delayed by a year and is now    
going to come into force on 12th October 2009. 

The Independent Safeguarding Authority (ISA) is slowly issuing guidance on how the Scheme 
is going to operate but we are still not certain exactly how certain key elements, such as the 
application procedure, are going to work in practice. 

We will be issuing further updates as soon as we have them and will be holding three half 
day briefing sessions on: 

• Tuesday 30th June at 2.00pm at Anselm Community Centre, Bury St Edmunds 

• Friday 3rd July at 9.15am at Castle Hill Community Centre, Ipswich 

• Wednesday 8th July at 9.15am at Astral Centre, Lowestoft 

If you would like to book a place at one of those sessions, please contact Tom Bright at 
SAVO. If you are unable to attend, we are likely to be repeating the sessions in the Autumn.  

We hope that you will find the following information about the ISA and the Vetting and    
Barring Scheme useful. If you have any questions about the Scheme, please contact us and 
we will do our best to answer them. 

 

Background 

Systemic failures were identified by the Bichard Inquiry into the Soham murders and the ISA 
was created in response to recommendation 19 of the Bichard Inquiry Report which         
recommended a single register for people wishing to work with children or vulnerable adults. 

The Safeguarding Vulnerable Groups Act 2006 set the framework for the Vetting and Barring 
Scheme. 

 

The Safeguarding Vulnerable Groups Act says: 

• The Independent Safeguarding Authority will make all decisions about who should be 
barred from working with children and vulnerable adults 

• The Vetting and Barring scheme will deal with activities that are classified as 
‘regulated’ or ‘controlled’  

• These activities include both paid and unpaid (voluntary) work 

• There will be two separate but aligned ISA Barred Lists (one for those barred from 
working with children and one for those barred from working with vulnerable adults). 
Barred individuals can be placed on one or both of these lists 

• Some offences will automatically result in the individual being barred, without leave to 
appeal or to make mitigating representations, some will allow an appeal to be made  

• Relevant information about an individual can be referred to the ISA from interested 
parties such as employers, regulatory bodies or even concerned members of the public 

 Independent Safeguarding Authority 
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• A series of new criminal offences will be created to enforce the new scheme; these will 
relate to both employers and employees. 

 

Main Differences To Now 

• The replacement of the various existing lists with one for those barred from working 
with children and another for those barred from working with vulnerable adults 

• As all decisions taken by one body – the ISA – this should ensure consistency about the 
criteria for why someone is placed on the barred list 

• Checks will have to take place before a person starts work – at present in some settings 
this happens now, but in many cases a person will start work, in a supervised manner, 
before the CRB Disclosure is received 

• Continuous checking is a very big change, once an employer has registered an interest 
in a person, one of their employees or volunteers, then the employer will be notified if 
the person is removed from the register, i.e. barred – this is to be known as constant 
monitoring 

• Duty to refer relevant information will be extended from the current situation whereby 
a fairly limited range of organisations have a duty to refer information. 

 

Regulated and Controlled Activities 

As the Vetting and Barring scheme will deal with activities that are classified 
as ‘regulated’ or ‘controlled’ there needs to be a clear definition of what 
these activities are. We are still awaiting some guidance on the exact         
interpretation of some of the definitions but the following gives broad      
guidance on the types of activities to be included in the Scheme.     

 

What is a ‘regulated activity’? 

• Any activity of a specified nature that involves contact with children or vulnerable 
adults frequently, intensively and/or overnight. (Such activities include teaching, 
training, care, supervision, advice, treatment and transportation.)  

• Any activity allowing contact with children or vulnerable adults that is in a specified 
place frequently or intensively. (Such places include schools and care homes.)  

• Fostering and childcare.  

• Any activity that involves people in certain defined positions of responsibility. (Such 
positions include school governor, director of social services and trustee of certain 
charities.)  

• The activity is frequent (once a month or more) or ‘intensive’ (takes place on three or 
more days in a 30-day period). 

 

 Independent Safeguarding Authority 
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How will the Vetting and Barring Scheme operate with ‘regulated activity’?  

• Any person undertaking a regulated activity must be registered with the ISA. 

• It will be a criminal offence, punishable by up to five years in prison, for a barred      
individual to take part in a regulated activity for any length of time. 

• It will be a criminal offence for an employer to take on an individual in regulated      
activity if they fail to check that person’s status. 

• It will be a criminal offence for an employer to allow a barred individual, or an          
individual who is not yet registered with the ISA, to work for any length of time in any 
regulated activity. 

 

What is a ‘controlled activity’?  

• Frequent or intensive support work in general health settings, the NHS and further   
education. (Such work includes cleaners, caretakers, shop workers, catering staff, car 
park attendants and receptionists.) 

• Individuals working for specified organisations (e.g. a local authority) who have         
frequent access to sensitive records about children and vulnerable adults. 

• Support work in adult social care settings. 

• The activity is frequent (once a month or more) or ‘intensive’ (takes place on three or 
more days in a 30-day period). 

 

How will the Vetting and Barring Scheme operate with ‘controlled activity’?  

• It will be a criminal offence for an employer to take on an individual in a controlled  
activity if they fail to check that individual’s status. 

• An employer can permit a barred individual to work in a controlled activity only if     
sufficient safeguards are put in place. 

 

Barred Lists 

The ISA will maintain two lists, one for those people barred from working with children and 
another for those banned from working with vulnerable adults. 

There are two ways in which a person can be put on one or more of the barred lists. 

 

Automatic barring with no right to make representations   

• Covers the most serious offences against children and vulnerable adults, which indicate 
that an individual poses a risk of harm to children or vulnerable adults in every        
conceivable case. 

• There is no opportunity for the individual to make representation to the ISA as to why 
they should not be barred because there can be no mitigating circumstances that might 
explain why these offences were committed. 

 Independent Safeguarding Authority 
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Automatic barring with the right to make representations  

• This list covers other serious offences that indicate a very probable risk of harm to   
children or vulnerable adults but not necessarily in every conceivable case. 

• Therefore it is necessary to give individuals the opportunity to make representations. 

• The ISA will not remove a bar unless it is satisfied that the individual does not pose a 
risk of harm to children or vulnerable adults. 

 

Duty to refer information 

The new Act will legally require certain organisations to refer relevant information to the 
Authority – where there is concern relating to harm or the risk of harm to children or       
vulnerable adults – these are: 

• adult/child protection teams in local authorities 

• professional bodies and supervisory authorities named in the Safeguarding Vulnerable 
Groups Act 

• employers and service providers of regulated and controlled activity 

• personnel suppliers (for example, employment agencies, employment businesses and 
education institutions). 

In addition the following organisations may refer relevant information to the ISA if they have 
concerns relating to harm or the risk of harm to children or vulnerable adults: 

• all other employers of those working with children and/or vulnerable adults 

• parents/private employers/members of the public. However, their information should 
be referred to a statutory agency (for example, the social services or the police), who 
will investigate the matter and refer information to the ISA, if appropriate. 

 

When must information be referred to the ISA? 

• Employers and service providers must refer information to the ISA when they 
have dismissed an individual, or an individual resigns, because they harmed, 
or may harm, a child or vulnerable adult. 

• Local authorities (in their social services capacity), professional bodies and 
supervisory authorities have a similar duty if they believe a person they are 
in contact with has harmed or may harm a child or vulnerable adult. 

 

Will there be a penalty for failing to refer relevant information? 

• Yes there will be a new offence – punishable by a fine – for employers who fail to      
provide relevant information to the scheme, without a reasonable excuse. 

 Independent Safeguarding Authority 
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When Is The ISA Going To Start Work and How Is It Going To Work? 

The ISA will operate from 12th October 2009, which is a delay of a year from the initial     
proposed date, and will be phased in over a period of 3-5 years. The exact period is yet to 
be decided, and it is estimated that approximately 11 million people will need to be        
registered. 

The first phase of implementation, which will come into force on 12th October 2009, will    
require anyone starting a new job – paid or as a volunteer – in controlled or regulated       
activities to apply for ISA registration.  

From this date employers and organisations utilising volunteers which work with children and 
vulnerable adults in controlled or regulated activities may not recruit workers who are not 
ISA-registered. 

As from 2010, no specific date has yet been set, the Scheme will be phased in to include: 

• Existing employees and volunteers with no CRB check, and then 

• Existing employees and volunteers with CRB checks, starting with staff whose CRB 
checks are the oldest. 

Individuals will have to register themselves before starting work – paid or unpaid – in        
controlled or regulated activities. 

It is a once only registration so will have the biggest impact over the next few years. Once it 
is well established and 11 million people are registered, then only new entrants to the sector 
will need to register each year. 

When a person applies to work in controlled or regulated activities they will have to give 
permission for the organisation to check if they are registered with the ISA and then the   
employer will be notified if a person is removed from the register and therefore not allowed 
to work in controlled or regulated activities. 

 

How Will A Person Apply To Go On The ISA Register? 

The Scheme is to be administered by the CRB and whilst we have not got final details yet, it 
is believed to be a similar system to applying for a CRB Disclosure. 

People wanting to register won’t have to go through an employing organisation, but it is         
expected most will do so. 

It is expected that there will a quick turn round of applications by the CRB and ISA as,       
according to the CRB and ISA, in 95% of cases it will take a week from application being     
submitted to a person appearing on the Register.  

 Independent Safeguarding Authority 
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How Much Will It Cost? 

• Registration will be 

ο £64 for employees 

ο Free for volunteers – but will have to re-register at a cost of £64 if entering paid      
employment 

• Provided the system is as we expect, SAVO will be charging £7.50 handling charge as 
for CRBs at present – one charge if both ISA and CRB applications are done together. 

 

Will CRB Checks Still Be Required? 

Yes they will; the ISA will only remove someone from the Registers in cases of actual or    
potential harm to children of vulnerable adults. 

An organisation will still need to check on other aspects of an individual’s background e.g. 
dishonesty will not mean a removal from the Registers, or serious driving offences which 
could be relevant for a driver.   

 Independent Safeguarding Authority 
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 Contact us if you have any questions ……. we don’t bite! 

Many of you will have had contact with one or both of us and         
hopefully we are correct in our view that we are very happy to answer 

any questions regarding CRB matters! 
 

In particular, we would encourage you to contact us if you have any 
questions about completing an application form. It is often easier and 
quicker to resolve the problem whilst the applicant is with you rather than sending the form 
in to us and then having to contact the applicant again to resolve any queries we have on 

the information provided. 

 

We can be contacted at the SAVO offices and at least one of us is usually available to answer 

your question during office hours. 

 

Tom Bright – 01473 275193  tom.bright@savo.co.uk  

Louise Bradshaw – 01473 275190 louise.bradshaw@savo.co.uk 

Dickson House 

43a Woodbridge Road East 

Ipswich, Suffolk, IP4 5QN 

Company Number: 2919237 

 

We hope you found this newsletter useful. If there are any items you would like covered in 

future issues please let us know. 

Tom Bright Tom Bright Tom Bright Tom Bright         Louise Bradshaw Louise Bradshaw Louise Bradshaw Louise Bradshaw     

Enterprises 


