GSFE

Policy on employing ex-offenders

GSF UK

I Criminal Convictions

The aim of GSF UK (GSF Sandylight Ltd and GSF (LONDON) Ltd) is to treat all job applicants fairly and
equally and to select people for employment on the basis of individual merit, without discrimination on
any ground.

The organisation will not refuse to employ a job applicant on account of a previous criminal conviction,
unless there is clear evidence that the nature of the offence committed is relevant to the job applied for.

Il Procedure

1. Before employment

If a candidate has unspent convictions, the nature of these will be discussed during the selection process.
Where the nature of the offence has no bearing on the employability of the candidate in the job for which
they have applied, this will have no bearing on the decision as to whether or not to offer employment and
any records of the discussion will be destroyed.

If the nature of the offence is relevant to the post applied for, eg an offence of embezzlement from a
previous employer by a candidate for an accounting post, then the recruiting manager, with advice from
HR, will discuss with the candidate ways in which future offences can be avoided. If avoidance measures
are possible, the candidate may be recruited. Where the risk to the organisation is deemed too great, then
the candidate would be rejected for this post but might be considered for any other posts where the risk
does not apply.

In no circumstances will the existence of a previous offence, its nature or sentence, be revealed to any
other member of staff.

If a candidate is found to have mislead the organisation about the existence of unspent convictions, and is
offered a post, the issue will be explored through the disciplinary procedure and may result in dismissal.

2. During Employment

2.1.Where an employee is proven or reasonably suspected to have committed a criminal offence in the
course of employment or at an organised work-related event (including work-related social events),
the organisation will regard this as a disciplinary offence.

2.2.Where an offence is committed outside of employment and in the employee’s own time, the
organisation will only take action against the employee if the offence is likely to have an impact on the
employee’s performance or suitability to continue in employment. Examples of the circumstances in
which this may occur (this list is not exhaustive) include where the:

a. nature of the offence makes the employee unsuitable to continue in the type of work for
which he or she is employed

b. offence is sufficiently serious (for example if it involved dishonesty, sexual abuse, violence or
drug dealing) for management to lose trust and confidence in the employee’s suitability to
continue in employment

c. offence is one likely to bring the organisation’s name into ill-repute.

2.3.In cases such as these, the organisation will follow its normal disciplinary procedure, the result of
which may, depending on all the circumstances, be disciplinary action up to and including summary
dismissal.
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2.4.No employee will be automatically dismissed for committing a criminal offence outside of work, even if

he or she has been remanded in custody or convicted. Each case will be reviewed on its own facts
before any decision is taken.

GSF UK

3. Employees

3.1.An employee who is charged with or convicted of a criminal offence must disclose that fact to his or
her manager immediately. The employee must subsequently keep the manager informed about the
progress of the case, the date of any trial, the outcome, etc.

3.2.All such information will be kept strictly confidential and in accordance with the relevant provisions in
the Data Protection Act 1998.

4. Managers

4.1.Where a manager learns that an employee has been charged with or convicted of a criminal offence
outside of work he or she should follow the procedure below.

4.1.1. Investigate the circumstances of the case fully. In a case where disciplinary action or dismissal is
being contemplated, it will not be enough for the manager to rely only on police investigations or
evidence. Instead a thorough internal investigation must take place.

4.1.2. Speak to the employee privately to establish what happened. It must be made clear to the
employee that this is an investigatory interview, and not a disciplinary hearing.

4.1.3. Decide whether or not the offence is one which could impact on the employee’s employment. If
so, continue with the remaining steps below.

4.1.4. Inform the employee in writing that the offence is one that could lead to his or her dismissal and
request the employee attend a formal disciplinary hearing.

4.1.5. Inform the employee that he or she may be accompanied to the interview by a workplace
colleague or trade union official.

4.1.6. Conduct a full and fair hearing with the employee to explore the employee’s version of events and
whether and to what extent the employee’s conduct is relevant to his or her continuing
employment.

4.1.7. Take a decision on what, if any, disciplinary sanction to impose.

4.1.8. Communicate the outcome to the employee in writing, informing him or her also of the right to
appeal against the decision.

4.2.1f the employee has been charged, but not yet tried, for an offence outside of work, or if the offence is
otherwise suspected but not proven, the organisation need not wait for the trial, or for proof to
become available. In these circumstances, any action taken will depend on, having conducted a full
investigation, whether the manager has:

4.2.1. formed a genuine belief that the employee committed the offence
4.2.2. reasonable grounds on which to form such a belief
4.2.3. for further information please refer to GSF Employee Handbook.

4.3.Where an employee whose job must, by necessity, involve driving and he or she loses his or her driving
licence (for whatever reason), the organisation will:
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4.4.review the circumstances in which the employee lost his or her licence, ie whether a criminal offence
was committed

4.5.review whether it is possible to transfer the employee to alternative duties for the duration of the ban,
taking into account the length of the driving ban

4.6.0nly dismiss the employee if no other reasonable alternative exists.

Further help and information is available from the National Association for the Care and Resettlement of
Offenders (NACRO).

lll Detailed policy for employing staff for contracts where CRB check is required

GSF use the Criminal Records Bureau (CRB) Disclosure service to help assess the suitability of applicants for
positions of trust and is a recipient of Disclosure information. GSF comply fully with the CRB Code of
Practice.

1. GSF UK Policy Statement

As an organisation using the Disclosure and Barring Services (DBS) Disclosure service to assess applicants’
suitability for positions of trust, GSF Sandylight Ltd. and GSF (LONDON) Ltd. comply fully with the DBS Code
of Practice and undertake to treat all applicants for positions fairly. It undertakes not to discriminate
unfairly against any subject of a Disclosure on the basis of conviction or other information revealed.

GSF Sandylight Ltd. and GSF (LONDON) Ltd.] are 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.

This policy document is made available to all Disclosure applicants at the outset of the recruitment
process.

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.

A Disclosure is only requested after a thorough risk assessment has indicated that one is both
proportionate and relevant to the position concerned. For those positions where a Disclosure is required,
all application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be
requested in the event of the individual being offered the position.

Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for
interview to provide details of their criminal record at an early stage in the application process. We request
that this information is sent under separate, confidential, cover to a designated person within GSF
Sandylight Ltd. and GSF (LONDON) Ltd. and we guarantee that this information is only be seen by those
who need to see it as part of the recruitment process.

Unless the nature of the position allows GSF Sandylight Ltd. and GSF (LONDON) Ltd. to ask questions about
your entire criminal record we only ask about "unspent" convictions as defined in the Rehabilitation of
Offenders Act 1974.

We ensure that all those in GSF Sandylight Ltd. and GSF (LONDON) Ltd. who are involved in the
recruitment process have been suitably trained to identify and assess the relevance and 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.
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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

We make every subject of a DBS Disclosure aware of the existence of the DBS Code of Practice and make a
copy available on request.

We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before
withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar you from working with us. This will depend on the nature
of the position and the circumstances and background of your offences.

%/& lin

Jerome Solia, Managing Director

31.10.2025
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