ORIGINAL

COLLECTION

Recruitment Of People With Criminal Records

Original Collection believes everyone should be treated fairly and given the
opportunity to work. We recognise that many people with previous convictions go on
to have successful careers.

Where criminal record checks are required, we’ll always assess the information
fairly, confidentially and on an individual basis. A criminal record does not
automatically prevent someone from working with us.

We are using the Disclosure and Barring Service (DBS) and/or Disclosure Scotland
to assist in assessing whether applicants are suitable for roles where criminal record
checks are legally required or appropriate. The company complies fully with the
Disclosure and Barring Service/Disclosure Scotland Code of Practice (a copy of
which is available on request) and undertakes to treat all applicants for all posts
fairly. The company will not discriminate unfairly against any subject of a disclosure
on the basis of a conviction or other information revealed.

We actively promote equality of opportunity for all and we select all candidates for
interview on the basis of their talent, skills, qualifications and experience. We
welcome applications from a wide range of candidates, including those with criminal
records.

A disclosure is only requested where it is lawful, proportionate and relevant to the
role. Where a disclosure will be required from a successful candidate, all applicants
will be made aware of this at all stages of the recruitment process.

Where a criminal record check is required, applicants will be given the opportunity to
discuss any relevant convictions or cautions during the recruitment process.

Unless the nature of the position allows the company to ask questions about a
candidate’s entire criminal record we only ask about “unspent” convictions as defined
in the Rehabilitation of Offenders Act 1974.

Managers involved in recruitment receive guidance on assessing criminal record
information fairly and in accordance with relevant legislation and the DBS Code of
Practice.

We discuss any relevant convictions openly and fairly before making a decision.
Deliberately failing to disclose information that is legally required for the role may
result in a conditional offer being withdrawn or disciplinary action where appropriate.
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We undertake to discuss any matter revealed in a disclosure with the person seeking
the position before withdrawing a conditional offer or terminating employment.

Having a criminal record does not automatically prevent someone from working with
us. Each case is considered individually, taking into account:

the nature of the offence

how long ago it occurred

the circumstances surrounding it

the relevance to the role

evidence of rehabilitation.

As the law is constantly changing, this policy is subject to review and the Company
reserves the right to amend this policy without prior notice.



