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Level 1: Reading
Module: The Criminal Records Bureau
Module aims

Main aim
We are learning how headings help us find information from the text.
Other learning aims
We are learning:

· The meaning of some key words from the CRB information
· To read for detail from the information leaflet
· Reading the Equal Opportunities text to show we understand the vocabulary
· To identify key items of information in the text
Module: The Criminal Records Bureau (CRB)
Aim: We are learning how headings help us find information from the text.
[image: image20.jpg]LEARNING
AND SKILLS
IMPROVEMENT
SERVICE




Task 1: Ordering headings
Headings in written texts help you to find bits of information quickly. They give an idea of what the paragraph is about. Look at this leaflet about the Criminal Records Bureau. It is missing its headings. Match the headings in the table to the number of the paragraph in the text below. The first one is done for you.
	Making an application
	

	Sources of help
	

	Types of CRB check
	

	What is the Criminal Records Bureau?
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Task 2: Word check – The Criminal Records Bureau (CRB)

Aim: We are learning the meaning of some key words from the CRB information.
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Now the leaflet has its headings in place, it looks like this. Some of the words in the leaflet are quite difficult. This activity will help you to understand them. Read the leaflet again. Some of the words and phrases you may not know are underlined.  
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Here are the words from the leaflet. Put the number of the word next to what you think it means (the definition). One has been done as an example.
	1.  executive
	
	an official permit to do something

	2.  disclosure
	
	a person who offers to do something or a person who works without pay

	3.  voluntary
	
	not for public knowledge

	4.  recruitment
	
	a person who applies for something

	5.  candidate
	1
	concerned or to do with management

	6.  vulnerable
	
	the accepted level for doing something

	7.  enhanced
	
	making less or fewer

	8.  standard
	
	information brought into the open or made public

	9. volunteer
	
	an organisation funded by money from the public

	10. childminder
	
	doing something by choice or free will

	11.  adoptive parent
	
	someone who has committed a crime and served the sentence

	12. licence
	
	advertising for someone to do a job

	13. in confidence
	
	being at risk

	14. reduction
	
	a person who looks after other people’s children

	15. charity
	
	above the usual level for doing something

	16. ex-offender
	
	someone who becomes the legal mother or father of someone else’s child


[image: image23.jpg]



Checking the meaning of The Criminal Records Bureau (CRB)

Now that you have done the word check, read the text again to make sure you understand the information in the leaflet.
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Task 3: Health and safety responsibilities at work
Aim: We are learning to read for detail from the information leaflet.
Read The Criminal Records Bureau (CRB) leaflet. Are the statements below right or wrong? Put a tick in the column. The first one is done for you.
	
	Right
	Wrong

	The CRB service is provided by the Health Service.
	
	(

	The service is available to organisations who want to check the criminal records of people they might employ.
	
	

	There are three types of CRB check.
	
	

	CRB checks are free for all applicants.
	
	

	CRB checks are free for volunteers.
	
	

	Only the Standard Disclosure requires a fee.
	
	

	If your work brings you into contact with children you may be asked for a CRB check.
	
	

	If you work as a sports coach you will not be asked for a CRB check.
	
	

	If you need a CRB check, the person who asked you to apply will give you the application form.
	
	

	If you need some help, you can get a guide from the CRB Disclosure Service.
	
	

	If you a worried about a conviction that is likely to show on your CRB check, you can get advice from Nacro.
	
	

	Nacro is an organisation that works for child poverty.
	
	


Aim: We are reading the Equal Opportunities text to show we understand the vocabulary.
When you work in the health, social and child care services, you must make sure that you treat all the people you look after in a fair way according to their needs. Read this text on equal opportunities.
	Promoting equal opportunities for the people you are supporting

	There are laws that identify the need for equal opportunities within the care sector. The laws identify the rights we all have to something. For instance, there is a Carers Act 2000 for those who care for someone else. This Act requires that a social services assessment takes place to ensure the person being cared for gets the right services.

The Human Rights Act 1998 is another major piece of legislation that affects individuals and will have an impact on the people in your care as well as you.
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	We might have some ‘fixed’ ideas about people and how they should behave. For instance, we might think that all teenagers are rebellious and that older people do not like change. If we act on these ideas without checking whether they are truefor an individual person, it would mean we were acting in a prejudiced way. Treating people equally does not mean treating them all the same. It means finding out about their needs and changing the way you respond to different people according to their needs.
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	Some people like to chat about themselves and their families. Other people might like to keep this information private.  Everyone has his or her own special routine for going to bed and getting up. Sometimes you might find yourself irritated by a particular request or demand from the person you look after or you may disapprove of their behaviour.
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	Unless others are affected, you do not have the right to try to change their behaviour. Just as you should not discriminate against someone because of their ethnic group or religious beliefs, you should try to treat all the people you look after equally. It does not matter whether or not you like them or approve of their behaviour.
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Task 4: Word check

Go through the text and check any words you do not understand.  You could look them up in a dictionary, if you have one.

Look at these words underlined in the sentences below and see if you can work out what they mean from how they are used in the sentence. The first one shows you what to do.

	The laws identify the rights we all have to something.

	
	(
make sure

	
	(
make clear

	
	(
make certain

	
	(
make up


	This Act requires that a social services assessment takes place.

	
	(
instructions

	
	(
concern

	
	(
obstruction

	
	(
review


	We might think that all teenagers are rebellious.

	
	(
not getting along with someone else

	
	(
not wanting to talk about their problems

	
	(
not agreeing with people in authority

	
	(
not wanting to spend time with their friends


	It would mean were acting in a prejudiced way.

	
	(
working for less than the minimum wage

	
	(
forming an opinion about something without consideration

	
	(
making sure that everyone at work is treated fairly

	
	(
getting along well with your colleagues at work


	Everyone has his or her own special routine for going to bed and getting up.

	
	(
a regular way of doing things

	
	(
a form of exercise for older people

	
	(
a set of pyjamas and slippers

	
	(
a night time drink


	Sometimes, you might find yourself irritated by a particular request or demand.

	
	(
quite sad

	
	(
very tired

	
	(
very happy

	
	(
slightly annoyed


	You may disapprove of their behaviour.

	
	(
not want

	
	(
not like

	
	(
not help

	
	(
not cope


	You should not discriminate against someone because of their ethnic group.

	
	(
treat with respect

	
	(
treat honestly

	
	(
treat differently

	
	(
treat well


Task 5: Promoting equal opportunities for the people you are supporting

Aim: We are learning to identify key items of information in the text.

Read Promoting equal opportunities for the people you are supporting.
Are the statements right or wrong? Put a tick in the column. The first one is done for you.

	
	Right
	Wrong

	The right to equal opportunity within the care sector is covered by a number of laws.
	(
	

	The Carers Act 2000 is an Act that covers people who care for someone else.
	
	

	The Carers Act says that a social services assessment has to take place to make sure the right services are identified for the person who needs them.
	
	

	The Human Rights Act is the only Act that identifies the need for equal opportunities in the care sector.
	
	

	Every person who works in care thinks that teenagers are rebellious.
	
	

	Equal opportunities means finding out someone’s needs and responding to them accordingly.
	
	

	All older people using the care service do not like changes in their routine.
	
	

	Sometimes you could find that the behaviour of the person you look after will irritate you.
	
	

	You do not have the right to try to change the behaviour of the person you look after unless it is affecting other people.
	
	

	It matters a great deal that you like all the people you look after.
	
	


How did you do?
Module 1: The Criminal Record Bureau answers

Task 1 answers
	Making an application
	[image: image12.jpg]




	Sources of help
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	Types of CRB check
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	What is the Criminal Records Bureau?
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Task 2 answers

	1.  executive
	12
	an official permit to do something

	2.  disclosure
	9
	a person who offers to do something or a person who works without pay

	3.  voluntary
	13
	not for public knowledge

	4.  recruitment
	5
	a person who applies for something

	5.  candidate
	1
	concerned or to do with management

	6.  vulnerable
	8
	the accepted level for doing something

	7.  enhanced
	14
	making less or fewer

	8.  standard
	2
	information brought into the open or made public

	9. volunteer
	15
	an organisation funded by money from the public

	10. childminder
	3
	doing something by choice or free will

	11.  adoptive parent
	16
	someone who has committed a crime and served the sentence

	12. licence
	4
	advertising for someone to do a job

	13. in confidence
	6
	being at risk

	14. reduction
	10
	a person who looks after other people’s children

	15. charity
	7
	above the usual level for doing something

	16. ex-offender
	11
	someone who becomes the legal mother or father of someone else’s child


Task 3 answers

	
	Right
	Wrong

	The CRB service is provided by the Health Service.
	
	(

	The service is available to organisations who want to check the criminal records of people they might employ.
	(
	

	There are three types of CRB check.
	
	(

	CRB checks are free for all applicants.
	
	(

	CRB checks are free for volunteers.
	(
	

	Only the Standard Disclosure requires a fee.
	
	(

	If your work brings you into contact with children you may be asked for a CRB check.
	(
	

	If you work as a sports coach you will not be asked for a CRB check.
	
	(

	If you need a CRB check, the person who asked you to apply will give you the application form.
	(
	

	If you need some help, you can get a guide from the CRB Disclosure Service.
	(
	

	If you a worried about a conviction that is likely to show on your CRB check, you can get advice from Nacro.
	(
	

	Nacro is an organisation that works for child poverty.
	
	(


Task 4 answers

	The laws identify the rights we all have to something.

	
	(
make sure

	
	(
make clear

	
	(
make certain

	
	(
make up


	This Act requires that a social services assessment takes place.

	
	(
instructions

	
	(
concern

	
	(
obstruction

	
	(
review


	We might think that all teenagers are rebellious.

	
	(
not getting along with someone else

	
	(
not wanting to talk about their problems

	
	(
not agreeing with people in authority

	
	(
not wanting to spend time with their friends


	It would mean were acting in a prejudiced way.

	
	(
working for less than the minimum wage

	
	(
forming an opinion about something without consideration

	
	(
making sure that everyone at work is treated fairly

	
	(
getting along well with your colleagues at work


	Everyone has his or her own special routine for going to bed and getting up.

	
	(
a regular way of doing things

	
	(
a form of exercise for older people

	
	(
a set of pyjamas and slippers

	
	(
a night time drink


	Sometimes, you might find yourself irritated by a particular request or demand.

	
	(
quite sad

	
	(
very tired

	
	(
very happy

	
	(
slightly annoyed


	You may disapprove of their behaviour.

	
	(
not want

	
	(
not like

	
	(
not help

	
	(
not cope


	You should not discriminate against someone because of their ethnic group.

	
	(
treat with respect

	
	(
treat honestly

	
	(
treat differently

	
	(
treat well


Task 5 answers

	
	Right
	Wrong

	The right to equal opportunity within the care sector is covered by a number of laws.
	(
	

	The Carers Act 2000 is an Act that covers people who care for someone else.
	(
	

	The Carers Act says that a social services assessment has to take place to make sure the right services are identified for the person who needs them.
	(
	

	The Human Rights Act is the only Act that identifies the need for equal opportunities in the care sector.
	
	(

	Every person who works in care thinks that teenagers are rebellious.
	
	(

	Equal opportunities means finding out someone’s needs and responding to them accordingly.
	(
	

	All older people using the care service do not like changes in their routine.
	
	(

	Sometimes you could find that the behaviour of the person you look after will irritate you.
	(
	

	You do not have the right to try to change the behaviour of the person you look after unless it is affecting other people.
	(
	

	It matters a great deal that you like all the people you look after.
	
	(
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The Criminal Records Bureau (CRB)


�	The Criminal Records Bureau is an Executive Agency of the Home Office. It provides wider access to criminal records through its Disclosure Service. This service enables organisations in the public, private and voluntary sectors to make safer recruitment decisions by identifying candidates who may be unsuitable for certain work, especially work that involves children or vulnerable adults.


�	If an organisation wishes to use the service, it can apply for one of two types of check. The type of check required will depend on the nature of the position. The checks are called Enhanced and Standard Disclosures. Both require a fee but are free of charge to volunteers.


�	If you are going to work as a paid employee or as a volunteer for an organisation and your work will bring you in contact with children or vulnerable adults, you may be asked to apply for a CRB check. This work might be as a teacher, care worker, scout and guide leader, registered childminder, sports coach, youth club worker, foster carer or if you become an adoptive parent.


	A CRB check may also be required for a range of other types of job or licences. If you have been asked to apply for a CRB check, you will need to speak to the person who asked you to apply. They will provide you with the application form.


�	If you have been asked to apply for a CRB check, the CRB has developed a guide that may answer some of your questions. It is called Applicant’s Guide to the CRB’s Disclosure Service. It is available in the Resource Library on the website.


If you are worried or concerned about what may be or has been shown on your CRB check, you can talk in confidence to the Nacro helpline. Nacro is a crime reduction charity that works with ex-offenders and is able to answer queries on good practice in relation to the employment of ex-offenders. Tel: 0800 0181 259 or email: helpline@nacro.org.uk


Source: CRB website: www.crb.gov.uk







































































































































































Protection of Vulnerable Adults (POVA)


The Department of Health has introduced a POVA list.  Care workers who have harmed vulnerable adults in their care should be put on this list. The list can be checked by care providers when they wish to appoint a person to a job that includes working with vulnerable adults.





Vulnerable adults  


means 


adults who may be at risk because they are not able to make decisions for themselves or are at risk of harm because they cannot defend themselves.





This service enables organisations to make safer recruitment decisions by identifying candidates who may be unsuitable for certain work


means


The service allows organisations to make safer decisions about people who apply for jobs and may be unsuitable for certain work.





























The Criminal Records Bureau provides access to criminal records through its Disclosure Service


means


The CRB will give information about criminal records (to people who make an official application) through its service.












































The Criminal Records Bureau (CRB)


What is the Criminal Records Bureau?


The Criminal Records Bureau is an Executive Agency of the Home Office. It provides wider access to criminal records through its Disclosure Service. This service enables organisations in the public, private and voluntary sectors to make safer recruitment decisions by identifying candidates who may be unsuitable for certain work, especially work that involves children or vulnerable adults.


Types of CRB check


If an organisation wishes to use the service, it can apply for one of two types of check. The type of check required will depend on the nature of the position. The checks are called Enhanced and Standard Disclosures. Both require a fee but are free of charge to volunteers.


Making an application


If you are going to work as a paid employee or as a volunteer for an organisation and your work will bring you in contact with children or vulnerable adults, you may be asked to apply for a CRB check. This work might be as a teacher, care worker, scout and guide leader, registered childminder, sports coach, youth club worker, foster carer or if you become an adoptive parent.


A CRB check may also be required for a range of other types of job or licences. If you have been asked to apply for a CRB check, you will need to speak to the person who asked you to apply. They will provide you with the application form.


Sources of help


If you have been asked to apply for a CRB check, the CRB has developed a guide that may answer some of your questions. It is called Applicant’s Guide to the CRB’s Disclosure Service. It is available in the Resource Library on the website.


If you are worried or concerned about what may be or has been shown on your CRB check, you can talk in confidence to the Nacro helpline. Nacro is a crime reduction charity that works with ex-offenders and is able to answer queries on good practice in relation to the employment of ex-offenders. Tel: 0800 0181 259 or email: helpline@nacro.org.uk


Source: CRB website: www.crb.gov.uk
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