Hull LINk Procedure for deciding who may be an ‘Enter and View’ Representative 
1. Introduction

1.1 A key responsibility of Hull LINk is the power to ‘enter and view’ premises where health and social care services are delivered. This procedure covers how Hull LINk will decide who may be an authorised representative for the purposes of entering and viewing. Hull LINk recognises that recruiting people to this role must be done with due care and diligence, having regard for appropriate screening and safeguards. 

2. Applications  
2.1 Any person who wishes to become an authorised representative must complete the relevant LINk application form. 
2.2 Applicants will be invited to attend a selection interview. The selection interview will be conducted by no less than two people. These may be drawn from: the Hull LINk staff team; the Hull LINk Steering Group; Hull LINk members who have been approved for the purpose of conducting such interviews.  

2.3 After the interview the panel will make a provisional decision as to whether to accept the applicant as a Hull LINk Enter and View representative. In making this decision they will consider: 

· Whether the applicant meets the criteria for Hull LINk Enter and View Representatives 

· The applicant’s willingness and ability to follow LINk policies and procedures and to act in the best interests of the LINk 

· The applicant’s willingness and ability to undertake training in this role 

2.4 This decision will be subject to receipt of satisfactory references and obtaining a criminal records certificate in respect of the applicant. 

2.5 The interview panel’s provisional decisions will then be presented to the full LINk Steering Group for formal approval.

3. References

3.1 Applicants will be asked to name two referees who can comment on their suitability for the role. Referees should not be family members or people aged under 18. Referees will be advised that applicants may be able to view the completed reference. 
4. Criminal Records Certificates

4.1 The Hull CVS Criminal Records Checks Policy will apply to any matters concerning criminal records checks. 

4.2 Hull LINk will not discriminate against people with criminal convictions but will take into account their individual circumstances. A criminal record will not automatically disbar an applicant. 

4.3 A criminal records certificate under section 113A of the Police Act 1997 must be obtained in respect of each applicant. However if an individual has been subject to a CRB check for another role in the six months before the date of their application Hull LINk will accept the existing certificate, avoiding the need for a new check, in line with the CRB guidance on portability of CRB checks in the CRB Guidance for Volunteering. 
4.4 A nominated person will consider the certificate. The nominated person for Hull LINk is the Hull LINk Manager/Team Leader. 

4.5 The nominated person must be satisfied that the applicant to whom the certificate refers is a suitable person for the purposes of entering and viewing, and observing the carrying-on of activities on, premises owned or controlled by a services provider. 

4.6 Any issues which may influence a decision as to whether the applicant is a suitable person for the purposes of entering and viewing will be discussed with the applicant. The nominated person will take account of the sensitivity of these issues. In considering any issues raised by the certificate the nominated person will consider: 

· Whether the conviction is relevant to the role
· The seriousness of the offence

· The length of time since the offence occurred
· Whether the behaviour that constituted the offence is still a cause for concern
· Whether the applicant has a pattern of offending behaviour

· Whether the applicant’s circumstances have changed
· The applicant’s attitude to the offence
· The circumstances surrounding the offence and explanation offered by the applicant.
4.7 When references and a criminal records certificate have been obtained and full considered, the interview panel will make a provisional decision as to whether to accept the applicant as an Enter and View Representative. These decisions will then be presented to the full LINk Steering Group for formal approval. 
4.8 The decision of the LINk Steering Group will be communicated to the applicant at the earliest opportunity along with reasons for their acceptance / refusal. The decision of the Steering group will be final.

4.9 A list of all individuals authorised by Hull LINk as Enter and View Representatives will be maintained and published on the LINk website and all statutory bodies informed in writing.

4.10 Each authorised representative will be provided with written evidence of their authorisation. 
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