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MEMO

TO:

CISV NAs; PAs; EEC

FROM:

IEC and Secretary General

DATE:

February 9, 2004

RE:
POLICE CHECKS and STAFF / LEADER SELECTION PROCEDURES FOR CISV INTERNATIONAL PROGRAMMES

This Memo sets out the procedures to help NAs implement the decisions on police checks made at the MWM and AIM 2003.  It updates earlier memos on the subject and will be incorporated into the Risk Management section of the General Programme Guide.

At the Mid-Way Meeting in February 2003, the IEC reviewed general risk management issues, including global requirements and insurance criteria.  They decided that CISV must now adopt an international policy requiring police checks as part of the selection process for all STAFF and LEADERS in CISV International programmes and activities.  This decision was confirmed at AIM 2003.  Previously, police checks were highly recommended internationally and even required by the national laws of some NAs.  It has now become CISV International policy for all NAs (except where not possible according to national law). 

We know that some of you who are implementing this policy for the first time will have some questions.  We hope that this memo will help to show you how the requirement fits into the selection process and will assist you in determining how to store the information.

WHAT IS MEANT BY POLICE CHECK?

The terms used and the procedures will vary from country to country.  

For example, we know that in some countries, with the individual’s consent, the organisation can obtain the information directly from the police. In other countries, the individual has to be the one to make the request.  Some countries may only give information about situations where the individual has been convicted (found guilty).  In other countries, they might also give information about arrests or if an investigation is underway.

We have to work with the best information we can obtain according to the national laws and procedures.  What we would like to find out is whether the Applicant has a criminal record of convictions or arrests, which would make him/her unsuitable to take on a role of trust with youth in a CISV programme.

WHAT IF IT IS NOT POSSIBLE TO DO POLICE CHECKS IN SOME COUNTRIES?

We know that it may not be possible to obtain this information in all countries.  We ask that you please investigate and see what information can be obtained.  Again, we have to work with the best information we can obtain according to the national laws and procedures.  If the law in your country does not permit police checks, then please send a statement to the IO to explain the situation

WHO NEEDS TO BE POLICE CHECKED?

All Staff and Leaders at CISV International programmes and Activities.  This includes Junior Staff / Leaders who are aged 18+.  It is not required for JCs.

WILL THE APPLICANT AGREE?

All Applicants are required to fill in and sign the Staff - Leader Application Form.  The Form includes a Certification that:

I have no criminal convictions or history of mental illness, emotional counselling, violent behaviour, child abuse, drug/alcohol abuse, prejudice etc that would disqualify me from participation in CISV’s international, cross-cultural and peace education programmes.  I agree to a police record check if required by CISV.  I consent to the personal data in this Application Form being used by CISV to process this application and agree that it may be shared with other people involved in organising the programmes, wherever they may be hosted.

The Applicants, therefore, are aware that this may be required and have agreed to it in advance.  If they then decide that they do not want a check done, they must understand that their application will be withdrawn.

WILL ANY CRIMINAL RECORD MEAN THAT THE PERSON CANNOT BE SELECTED?

Document R-6 of the Info File outlines selection guidelines for persons with programme responsibility.  Among other things, it states:

Persons with a history of arrest / conviction / treatment of the following behaviour “problems,” except in cases of unusual circumstances, are considered inappropriate for a position of leadership / trust in CISV: i.e.


*  Serious criminal activity;


*  Alcohol / drug abuse;


*  Dishonesty;


*  Emotional or behavioural disturbance;


*  Sexual or physical abuse;


*  Prejudice or intolerance;


*  Violence or lack of self control;


*  Inability to appropriately handle stress.

Having a record, in itself, does not necessarily mean that the person cannot participate.  It really depends on the contents of the record and whether it relates to “serious” criminal activity -- things which would make the person unsuitable for a position of trust with youth and in a setting dedicated to peace and understanding.  

We have over 60 countries and a vast range of criminal acts, some of which are not considered criminal everywhere.  Some criminal convictions can be removed from a record after a certain time.  Some may have happened long ago and no longer be relevant.  Not all "crimes" are relevant to a person's capacity to serve in a position of trust today.  These are all factors, which mean that there is a judgement to be made in each case.  Some examples of convictions, which would clearly be a bar to participation are: crimes involving violence and/or sexual assault or the trafficking of illegal drugs.  The word "serious" in the Info File document means, however, that convictions such as minor traffic code violations (even if criminal) or juvenile / youthful indiscretions would not necessarily prevent CISV participation later in life.  In addition, it is possible that while a person has no conviction, a series of arrests or charges for violent behaviour, abuse or distribution of illegal drugs, etc, is relevant and would disqualify them.  

CISV FORMS NEEDED TO APPLY TO BE A LEADER OR MEMBER OF STAFF

1.
Staff - Leader Application Form

Anyone applying for a position as Staff or Leader (also JCs, Junior Staff/Leaders) must submit a Staff - Leader Application Form to the CISV member at the local or national level, who is responsible for staff selection.  At the top of page 1 of the form, there is a box for you to put the name and address of the appropriate person.  The form can be filled in electronically, but must be printed out and signed.

2.
Reference Form
Anyone applying for a position as Staff or Leader (also JCs, Junior Staff/Leaders) must arrange for 2 references to be submitted on their behalf.  The NA should provide the applicant with the Reference Form.  The applicant should fill in the “Section 1.  Applicant Information” on page 1 of the form and then send the form to his/her 2 referees along with the name and address of the CISV member is responsible for staff selection, i.e. the person listed at the top of page 1 of the Staff-Leader Application Form.  The referees should send the completed reference forms directly to that person.  The form can be filled in electronically, but must be printed out and signed.

WHO DEALS WITH THE APPLICATIONS and WHEN DO WE REQUEST A POLICE CHECK?

Each NA/Chapter should designate a member who is responsible for staff selection.  It is advisable to have a second person (either a Board Member or the local Risk Manager) to assist the designated person.  The designated person (hopefully in consultation with this second person) must review the Application Form and the References and, if the candidate appears suitable, an interview must be held and references must be checked.  In the case of adult Leaders and Staff, if the responsible people feel that the applicant should be considered for the position, they should arrange with the Applicant for a police check to be done and the information sent to them in confidence.  Only if this police check is satisfactory, can the person officially be offered the position.

The CISV member then signs the Staff - Leader Application Form, under the Applicant’s signature, to certify that correct procedures have been followed and that the application is approved.

*For Seminar Camp Home and International Staff, the Application and Reference Forms are then forwarded to the appointed SCC representative, who makes/confirms the selection and assignments.  

Please see the section immediately below for more details on procedures for International (including Seminar Camp) Staff.

POLICE CHECKS FOR INTERNATIONAL SEMINAR CAMP STAFF AND OTHER INTERNATIONAL STAFF

Due to the time and effort involved, obtaining a police check must be part of the initial application process for all international staff.  The Applicant must work with his/her home NA to make sure that the check is arranged.  The check must be reviewed by the person in the home NA responsible for staff selection.  That person must sign the Staff-Leader Application Form before it is sent to the host NA / SCC.  For International staff positions, when they sign the application form the home NA representative is certifying that: The application, references and police check have been reviewed and that the home NA is satisfied that the person may be selected as staff.

The reasons for the home NA to be involved in the police check process for International Staff are:

a) they will know the procedure for requesting the checks in their country; and

b) the police document will be in their language and they will be able to understand and review it effectively.

ONCE A SELECTION IS MADE, WHAT DO WE DO WITH THE INFORMATION WE HAVE RECEIVED?

All information received in the Application, References and Police Checks is personal and sensitive and must be treated confidentially.  Only those designated to be responsible for selection (and the person designated to assist them) should see it.  The Applicant signs to consent to the data being used by CISV only to process the application and agrees that the information on the Application Form only may be shared with programme organisers.

1.
Fill in the Staff – Leader Selection Checklist and fax/post it to the IO
It is important that both the NAs and CISV International be consistent in the selection processes.  It is up to the responsible CISV member in the NA/Chapter to use this form to record the names and some details for every staff/leader (JC and Junior Leader) selected.  The form can be filled in electronically, but must be printed out and signed.  Prior to the programme season, this form should be sent to the IO for long-term storage.

2. What should the NA/PA do with the Application, Reference forms and Police check?

This is personal and confidential information.  This information must be kept confidentially and securely.  We recommend that the Chapter keep a copy of the Staff – Leader Selection Checklist and send the Application/Reference/Police forms to a person designated by the NA to keep them in a secure location.  That person will also be responsible for ensuring that the documents are ultimately destroyed according to the laws of the country.  Based on legal advice on English laws and practice, we can suggest the following as a guideline, but, of course, the local laws apply:

· All police checks should be destroyed within 6 months, unless there is a particular reason to keep them;

· If a person applies and is not selected, all the information can be destroyed after 6 months; and

· If an applicant is selected, then the information (other than police checks) should be kept for 12 years, then destroyed.

We thank you for working with us to implement good practices and to try to select the best possible candidates to have the care of the participants in our CISV programmes.

** All forms are available on the CISV International website at http://resources.cisv.org
CISV International Ltd
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