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Application Pack
Application Guide
Under Section 40 of the Police Reform Act 2002 only Chief Officers of England and Wales can accredit Community Safety Accreditation Schemes in the geographical area covered by their force area.

Police CPI Ltd, has been nominated by the National Police Chiefs’ Council to undertake the assessment of private sector companies seeking approval and then make recommendations to Chief Officers as to whether, in a particular force area, a private sector company should have their staff accredited.

This guide contains the forms that need to be completed by all private sector companies wishing to apply to have their staff accredited.  In addition to the completed forms the applicant company should also present a report for consideration outlining the scheme proposed and demonstrating they are a fit and proper company to supervise the functions for which the accreditation is to be granted.

Guide to completing the application:

Forms  A and B and C should be completed in full and signed by the Authorised Signatory before submission.

The Authorised Signatory should be an employee within the organisation that has the authority to sign documents on behalf of the company / organisation and take responsibility for the application submitted. 

Forms D Part I and D Part II must be completed in full by each of the Directors named on Companies House documentation, and also by the Authorised Signatory. Copies of the passport and one other form of ID must also be submitted for each Director and the Authorised Signatory and have been verified by a Director/Manager/Company Secretary.

A written statement should be provided as outlined in Sections 1-3, fees and payment options are in Section 4 and a checklist is produced at Section 5 to help collate the required documentation. Failure to complete each part or produce any of the required documents could delay the application process.
Data Protection Disclaimer

In order to progress your application we will require a certain amount of information from you. This will include employee details, contact information, and details about your company / organisation such as policies and procedures. This information will solely be used in order to:
· Identify you as an approved organisation for CSAS

· Make contact with you

· For quality assurance purposes
This information will be held on a police system and will not be shared outside of the police service. The police service includes all police forces in England and Wales and Police CPI Limited for the purposes of confirming your accreditation. 

Please make sure that you have fully completed every section of this application form prior to submission.
Form A
 Employer’s Application Form
Application for Company / Organisation Approval

Details of Company / Organisation:

	Company Name:

	Company Registration Number:

	Registered Office Address:

	Telephone Number:

	VAT Registration Number:


Authorised Signatory Details:

	Name of Authorised Signatory:

	Position Held:

	Work Contact Address (if not as above):

	Telephone Number (if  not as above):

	Mobile Number:

	Email Address:


Our organisation, meeting the requirements to employ such individuals that fit the criteria as laid down in The Police Reform Act 2002 pursuant of Section 43, wish to declare our intention to apply for Approved Community Support Organisation status. 
We agree to meet the standards as laid down by the Chief Officer and will only request accreditation for persons deemed suitable to fulfil the role.
	Signature:                                                                                                     Date:



Data Protection Act 2018:

Personal data supplied on this form may be held on, and/or verified by, reference to information already held on computer.

Form B
 Statement of Compliance
This form must be signed by the authorised signatory.

	Statement of Compliance:
I have read the Railway Safety Accreditation Scheme Private Sector Companies Guidance.  I agree to comply with every requirement of this document.

I acknowledge that failure to comply will result in the company/organisation no longer being accepted and notification will be given to other police forces as appropriate.

I am authorised to sign this document on behalf of the following company or organisation: 



	Company / Organisation:


	Signature (Authorised Signatory):                                                           Date:



Data Protection Act 2018:
Personal data supplied on this form may be held on, and/or verified by, reference to information already held on computer.

Form C
 Disclaimer

	I/The Employer acknowledges that neither the Chief Officer nor the Police Authority are responsible for the conduct of the employees of the Employer that the Employer apply to be accredited.  

I/The Employer accepts full responsibility for the conduct of their employees and the consequences flowing from their behaviour.

I/The Employer agrees not to enter into any contractual arrangement relating to the performance of any contracts, services etc until the arrangement process and the accreditation process has been completed and the applications have been successful.  

I/The Employer agrees to notify the Chief Officer immediately on any matter, which may affect

· the arrangement that the Employer has with the Chief Officer and/or

· the accreditation of an individual

The Employer agrees not to hold the Chief Officer or the Police Authority liable for any breach of contract or inability to perform a contract, either in part or in whole, because of the following decisions: -

1. The refusal to enter into an arrangement with the Employer

2. The termination and withdrawal of the arrangement with the Employer 

3. The refusal to accredit an existing employee; and/or

4. The refusal to accredit a prospective employee; and /or

5. The refusal to renew an employee’s accreditation 

6. The termination and withdrawal of an existing employee accreditation 

I/The Employer confirm that a person duly accredited will be informed and will be asked to sign documentation prior to employment/accreditation confirming the following: -
1. that they are not authorised or required by virtue of the accreditation to engage in any conduct otherwise than in the course of their employment by the Employer; and 

2. they shall be required to act in accordance with the restrictions contained in their contract of employment and in any event they shall not be permitted to act in contravention of the restrictions contained in the accreditation

3. the accreditation shall cease immediately upon the ending of the contract of employment with the Employer

4. that if they undertake conduct which may have an impact on their being a fit and proper person to be accredited that they shall notify the Employer forthwith

5. that if they cease to be capable of carrying out the community safety functions that they will notify the Employer forthwith

6. that they will co-operate fully with the Employer and the Chief Officer in any investigation relating to the arrangement and the accreditation process




	Company / Organisation:




	Signature:                                                                                             Date:




Form D Part 1 (complete one for each Director / Signatory)

RSAS Company Director Vetting

Personal Information

Sections that do not apply to you should be clearly marked N/A
	DATA PROTECTION ACT 1998:
Other Forces in the United Kingdom may share this data.

	Surname: 
	Forename(s): 

	Date of Birth: 
	Place of Birth: 

	Title: 
	Previous Name(s): 

	Current Address:


	Telephone/Email:

Home:  

Work (if convenient): 
Mobile:  
Email:


	Please give all previous addresses you have lived at over the last 5 years. 

	Full Address (Include postcode):
	From (month / year) to (month / year)

	1.  


	

	2.  


	

	3.  


	

	4.


	


	Company Name:
	Position Held:

	Convictions and Cautions:
1.   You must declare if you have ever been investigated, arrested, summonsed, charged, cautioned or convicted for any offence by any UK or non-UK Police Force, law enforcement agency or any other statutory prosecuting authority or agency – this includes, but is not limited to:-
• Traffic offences (including fixed penalty notices but excluding parking)
• Receipt of an absolute / conditional discharge or bindover
• Receipt of a reprimand, warning, final warning or caution as an adult or juvenile
• Being the subject of an Anti-Social Behaviour Order, Football Spectator Banning Order, Risk of Sexual Harm Order, Harassment Order
• Being issued with a Penalty Notice for Disorder or other Fixed Penalty Notice (other than for parking)

Note:  SPENT CONVICTIONS SHOULD NOT BE INCLUDED
In addition, the following must also be declared;

• Any involvement with the military authorities on disciplinary matters (whether involving court    martial or not);

• Involvement in a criminal investigation (whether or not this has led to a prosecution);

• Being subject of ‘Service Confidence’ procedures;

Do you have any of the above: YES* / NO     *If yes please give details below:


	Date 
(most recent first)
	Offence/Alleged Offence/Investigation
	Result (If known/Applicable
	Court/Police Station/Reason Involved

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	2.     Do you know or associate with any person(s) (excluding registered informants or contacts but INCLUDING FAMILY MEMBERS) whom you know or have reason to believe has criminal convictions or is or has been involved in criminal activities? Are you aware of any other circumstances or characteristics, which may impact upon vetting clearance? 
YES* / NO    

If YES, please provide details:
3. Have you ever been involved in any actions that could be described as Politically/Religiously/Racially/Environmentally Disruptive?   
YES* / NO

If YES, please provide details:

* If applicable, please provide a Certificate of Satisfaction




	Have you previously been the subject of a vetting procedure? 


YES  / NO    

If Yes, please provide details.




	Proof of your identity is required.

Please produce one form of photo id (e.g. passport or photo-card driving licence) and one other form of ID, which must show your current address (e.g. utility bill).  If you do not possess a passport or photo-card driving licence then you must produce your birth certificate.

Photocopies of the relevant pages of these documents must accompany this form.


	Verification by Manager, Director or Company Secretary

I certify that I have examined the above-mentioned original documents and confirm that they relate to the applicant.

Signature: ……………………………………………………..                       Date: ………………………………………..

Print Name: ………………………………………………..                          Position: ………………………………………..

Company Stamp if applicable




	     DECLARATION

· I consent to the information provided on this form being used by Police CPI Limited for the purpose of vetting
· I declare that the information I have given is true and complete to the best of my knowledge and belief
·  I undertake to notify Police CPI Limited of any material changes in the information I have given
·  I consent to a financial check being carried out.

·  I understand that any false statement or deliberate omission I have given in this questionnaire will cause my vetting to be rejected

·  I understand it is my responsibility to inform those named on the form that their details have been provided for the purpose of my vetting application
· The information I have provided may be held on manual filing and computer systems as part of the vetting process



	Signature of applicant:                                                                          Date:




	DIVULGING OFFICIAL INFORMATION
I hereby acknowledge that I clearly understand that the communication, whether verbal, written or any other form, to any person other than a police officer or a member of police staff, of information acquired as a result of work undertaken with the police service may be an offence against the Data Protection Acts and punishable by imprisonment.

I also understand that the communication, either verbal or written, to any person other than a police officer or a member of police staff of any information acquired as a result of my work partnership with the police service may result in the opportunity to work with the police service being withdrawn.




	Signature of applicant:                                                                          Date:


Form D part II  (complete one for each Director / Signatory)

RSAS Company Director Vetting

Financial Information

	Name in Full: 

	Date of Birth: 


Unless otherwise stated, please complete these questions in respect of the last six years.

	
	Yes / No
	If yes, please provide full details – failure to do so could delay your application

	Have you had a loan arrangement terminated by a bank/building society/finance house/other financial institution?
	
	

	Have you had a credit/charge/store or cheque/debit card withdrawn
	
	

	Have you been served with a default notice on any credit agreement?
	
	

	Are you currently in arrears with any existing loan/mortgage/credit card/hire purchase agreement?

	
	

	Have you ever been registered bankrupt?


	
	

	If yes, have your bankruptcy debts been discharged?

If yes, when?


	
	

	Have you ever been the subject of a County Court Judgement on a financial matter?

If yes, has the CCJ been cleared?

If yes, when?

If applicable, please provide a copy of the Certificate of Satisfaction

PLEASE NOTE APPLICATIONS WILL NOT BE ACCEPTED WHERE THERE ARE OUTSTANDING CCJs 
	
	

	Have you been party to a voluntary agreement registered with the County Court?
	
	

	Have you had repossession proceedings commenced against you?
	
	


	Declaration

I declare that all the statements I have made are true and complete to the best of my knowledge and belief.

I consent to Police CPI Ltd, on behalf of Chief Officers, undertaking such financial checks (i.e. credit reference check and/or financial questionnaire) as are necessary to verify my financial status for vetting purposes. I understand that all such information will be treated in the strictest confidence. 

I undertake to notify any significant changes or additions in the information I have provided in this form.

I understand that if I have knowingly made a false statement or deliberate omission in the information I have provided in this form, my application may be rejected.



	Signature:                                                                                                           Date:


Guide to preparing the written policy statement 
In addition to completing the application forms the applicant company is also required to prepare a written policy statement outlining why they are applying for their staff to have the additional powers under the Railway Safety Accreditation Scheme and how the scheme will work in practice.
Basic information such as details of the deployment, the role of the accredited person and some basic company history is requisite as are a number of company policy documents such as the last published accounts and a copy of the employees recruitment policy.

Below is a suggested structure for the written policy statement:
Section 1: - The organisation applying

Background and explanation of the company / organisations activities:

How long they have been established
Mission statement

Approx number of staff

Ownership of company

Any significant Security Industry awards achieved

Organisation chart if available
Section 2: - Scope of the proposed scheme:

What powers are you applying for your staff to have?
Where will the accredited staff be deployed eg. railway station, train operating company etc

Number of accredited staff to be employed

Details of the supervisory structure for the proposed operation

Post profile and person specification

Training Provider for Accredited Persons

Details for the administration of Fixed Penalty Notices (if applicable) and the enforcement of unpaid fines
Section 3: - Supporting Company documents

Copy of company recruitment policy and procedure to include company equality and diversity policy

Company Code of Conduct or employee handbook

Copy of company complaints procedure to include flowchart if available

Latest company annual report and Financial Statements

Copy of appropriate and current Employer and Public Liability Insurance certificate

Copies of awarded achievement certificates eg  ISO Accreditations, NSI /SSAIB certificates

Any other supporting documents that are felt to be significant to this application.
Section 4: - Fees
An initial application - £1,695.00 plus VAT
Renewal application - £1195.00 plus VAT 

Payment may be made either by cheque (made payable to Police CPI) or by BACS.
For BACS payments the bank details are:

Bank:


Bank of Scotland

Account Name:
Police Crime Prevention Initiatives

Account Number:
06157102

Sort Code:

12-11-03

Reference:

RSAS

Please ensure a remittance is sent to enquiries@police-cpi.co.uk 

Please note that your application will not be processed until the correct fee has been received.

Section 5: - Checklist
Please ensure all items on the checklist have been included prior to sending your application

	
	Form
	(
	(

	Employer’s application for accreditation (auth sig only)
	A
	
	

	Statement of compliance                            (auth sig only)
	B
	
	

	Disclaimer                                                       (auth sig only)
	C
	
	

	Vetting form for each Director, Company Owner and/or Authorised Signatory 
	D I & II
	
	

	A written policy statement to include purpose and extent of operation
	
	
	

	Training Provider details
	
	
	

	Employee’s supervisory structure
	
	
	

	If Fixed Penalty Scheme included in the proposal, details of which FPN are required and how you intend to enforce any unpaid fines
	
	
	

	Existing enforcement policies 
	
	
	

	Recruitment Policy
	
	
	

	Code of Conduct/staff handbook
	
	
	

	Complaints procedure
	
	
	

	Last years annual report/annual plan
	
	
	

	Employer  & Public Liability Insurance Details
	
	
	

	Copies of achievement awards
	
	
	

	Fees (as per Section 4)
	
	
	


Section 6: - Where to send your application 
Please send your application, including the completed and signed form, all Directors vetting forms and supporting documentation, to Kenneth Meanwell, Compliance Manager at:

Police CPI Office

Gainsborough Police Station

Morton Terrace

Gainsborough

Lincolnshire

DN21 2SY
Alternatively you may e mail the application - print and sign the completed forms and attach them as scanned documents with supporting documentation to:

kenneth.meanwell@lincs.pnn.police.uk
Section 7: - FAQs and contact details for further enquiries


Q Do all the Directors need to complete both vetting forms?

A Yes. All Directors who are listed on the Company Return with Companies House must complete and return both vetting and financial forms and a copy of their ID.

Q Who should be the authorised signatory?

A This should be someone from within the company/ organisation who has authority to sign documents on behalf of the company/organisation and to act as a point of contact between the police force and Police CPI Ltd.

Q Do I need to send the list of staff to be accredited along with the application pack?

A No, this list will be required by the force whom you will be working with following successful application. Police CPI do not require this information to complete the assessment.

Q We are an NHS Trust – who should be completing our Directors vetting forms?

A The Executive Directors of the NHS Trust will need to complete the vetting forms.

Q From what date can we say we have accredited staff

A CSAS approval period commences once the accredited staff are in post.

Q  Do I need to fill out all the forms again for a renewal application?

A  No, a written application should be submitted to Kenneth Meanwell (as above) within 3 months prior to the date of renewal. But, if any of the forms in the Section 5 Checklist have changed or been amended, the new forms should be submitted with the renewal application.

If there has been a change of Authorised Signatory since the initial application then forms A, B, C, plus form D part I & II will need to be submitted for the new Authorised Signatory with the renewal application.

For any new Directors appointed since the initial application then form D part I & II will need to be submitted for those Directors.

Section 8: - Process for RSAS applications


[image: image2]
Receive RSAS pack





Complete and return vetting forms plus application to Police CPI





Any queries or missing parts of the application are highlighted to the applicant.





Interview between company and Compliance Manager (Police CPI)





Compliance Manager compiles report and sends to the Chief Officer as a letter of recommendation/non recommendation





The British Transport Police will vet the individuals and check they have training certificates.





Protocols drawn up for information sharing between company and BTP





RSAS approval period commences once the accredited staff are in post.
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