
 
Useful people 

 
 

Your Parish Child Protection Representative. 
Details from your parish church or 

from the Diocesan Criminal Records Bureau Administrator  
 
 

Diocesan Criminal Records Bureau Administrator 
Trinity House, 

4 Chapel Court, 
London SE1 1HW 

Phone 020 7939 9400 
Crb@dswark.org.uk 

 
 

Diocesan Child Protection Co-ordinator 
Claire Turney 

Phone 020 8668 1775 or 07980 453315 
Email: turney48@aol.com 

 
 

Area Child Protection Advisers 
Croydon:  Tim Bryan                  020 8642 0576 
Kingston:  vacant 
Woolwich:  Ian Luke-Macauley   020 8677 0855 

 
 
 

More information 
 

Criminal Records Bureau Information line 
0870 90 90 811 

www.disclosure.gov.uk 
 

 

 
  

A short guide to the 
Criminal Records Bureau 

Disclosure Process 
for Parishes in the Diocese of Southwark 

   
(A summary of the more detailed Diocesan Guide ‘Disclosure & Parishes’) 

     
Disclosure? 
Before appointing someone to do certain kinds of paid or voluntary 
work, a Parish must now use the Criminal Records Bureau to check 
an applicant’s records which were previously separately held by the 
police, the Department of Health and the Department for Education 
and Skills. 
   
Safer recruitment 
This information has not been previously available to churches.  
Being able to identify candidates who may be unsuitable for certain 
work, especially work with children or vulnerable adults, will make for 
safer recruitment decisions. 
  
Who needs it? 
Everyone who has unsupervised access to children, to young people 
under 18 and to vulnerable adults will need to be checked. Parishes 
are responsible for ensuring that checks are carried out on people 
working voluntarily as well as anyone they employ. Churches rely on 
such a large number of people that the new system is being 
introduced in stages. At first only new volunteers and employees 
need be checked. Parish Child Protection representatives, who will 
be responsible for checking others, will need to be checked first. 
   
Disclosure in the Diocese of Southwark 
The Diocese of Southwark has registered as an Umbrella Body with 
the Criminal Records Bureau.  This means that the Diocesan Office 
can relieve parishes of much of the expense and bureaucracy by 
processing applications for Disclosure on their behalf. 
 



The Disclosure Process 
Step-by-step 

 
1. The PCC enters a formal agreement with the Diocese about 

the Disclosure process and agrees to observe the CRB code 
of practice and Diocesan policies and procedures, 
particularly about the security of information.  

 
2. Parish Child Protection Representatives will first need to 

be checked, since they will be checking others. Where the 
parish priest is the Child Protection Representative, s/he too 
will need to be checked. 

 
3. The Parish (normally the Child Protection Representative) 

assesses the post to determine whether Disclosure is 
required.  

 
4. The Parish (the appointing body) makes clear to the people 

being considered for this work that the process involves CRB 
Disclosure and that appointment is subject to receiving 
clearance from the CRB. 

 
5. The Parish (normally the Child Protection Representative) 

asks the applicant to fill in a Disclosure application and 
confirms the applicant’s identity by checking two or more 
identity documents. 

 
6. The Parish also names the person who will be dealing with 

the Disclosure received from the CRB. (Normally the Child 
Protection Representative.) 

 
7. The applicant sends the form to the Diocesan Office to be 

countersigned and sent on to the CRB. 
 

8. The Criminal Records Bureau sends one copy of the 
Disclosure to the Diocesan Office and one to the applicant in 
about three weeks.  

 
The Disclosure may be Positive or Negative. 

 
  

 
  
If the Disclosure is Negative (clear) 
This means the Criminal Records Bureau has no 
information on the person. The Diocesan Office informs 
the Parish representative named on the application form. 
The Parish is not sent a copy of the Disclosure and the Diocesan 
Office destroys its copy. The appointment can then be made. 

 
If the Disclosure is Positive (information is disclosed) 
This means the Criminal Records Bureau has information on the 
person. The Diocesan Office requests details of the post from the 
Parish, such as the job description. The Diocesan Personnel 
Manager and Diocesan Child Protection Officer assess whether 
the information on the Disclosure is relevant to the post. 

 
If the information is assessed as not relevant, the  
Diocesan Office notifies the Parish representative named  
on the application form. The Parish is not sent a copy of  
the Disclosure and the information on the disclosure is not  
revealed.  The Diocesan Office makes a note of the advice 
given, but destroys the Disclosure. The appointment can then be 
made. 

 
If the Diocesan Personnel Manager and Diocesan Child  
Protection Officer decide the information is relevant and  
makes the appointment inappropriate, they send a copy  
of the Disclosure to the Parish with the advice that the 
appointment should not be made.  It is for the Parish to make the 
final decision, but it is expected that, in the light of that advice, 
the appointment would normally not be made. It is for the Parish 
to notify the applicant, but the Parish may call on the Archdeacon 
for pastoral assistance. 

 
If an applicant feels that the decision has not been made 

sensitively or fairly, an appeal can be made to an independent 
panel of assessors.  More details of the appeals process are 

available from the Parish Child Protection Representative or the 
CRB Administrator at the Diocesan Office. 
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