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 APPENDIX 6 

The Authority - Decision to hire with criminality adverse reference or compliance alert  

Name of Applicant  Applicant No.  

Role applied for  Hiring Manager   

Adverse disclosure Basic: Disclosure  DBS Standard  DBS Enhanced  Reference:  

 Security Clearance   state level:   Other   state:  

Date of disclosure  

SECTION 2: Risk Assessment 

Applicant meets essential criteria for the post (knowledge, skill, experience) Yes  No  

Has the applicant ever been dismissed from any GLA functional body: check 
System)? 

Yes  No  

Does the position fall under the exceptions listed in the ROA 1974? Yes  No  

Is the nature of the adverse disclosure directly relevant to the role? Yes  No  

Details of offence/disclosure/issue  

 
Date of offence/disclosure/issue: 
 
Offence code if applicable: 
 
Date of conviction: 

 
Penalty, financial, prison or otherwise 
 
Was there a custodial sentence? 
Details: 
 

Considering the offence/disclosure, I summarise the risks associated with this role as follows 
(include duty of care and perceived level of risk)            VERY LOW         LOW         MEDIUM         HIGH        
(please circle  one) 
 
Please comment on your selection:  
 

Has the Contract Manager contacted Legal Services, if YES, what advice has 
been received and by whom? If advice received, please attach. Note:, referral to 
Legal Services is optional 

Yes  No  

Have the Service Provider’s Compliance team been consulted, if YES, what 
advice has been received and by whom? If written advice received, please 

attach. 

Yes  No  

Mandatory: Have the following personnel been informed: Contract Manager Y / N, Service Provider’s Recruiter  Y 
/ N  

Are the relevant offence(s) spent or unspent as defined by the Rehabilitation of 

Offenders Act (ROA)?  

Note:  If the offences are Spent, they must be ignored and this form destroyed, 
except, for defined roles (usually concerning children or vulnerable adults) as 
stated in the ROA 

Spent   Unspent   

If applicable, did the applicant declare the relevant offence(s) on their 
application? 

Yes  No  

If applicable, does the information provided by the applicant match that on the 
disclosure? 

Yes  No  

Have all required references been received if required?                 Yes                No  

Is the offence a terrorist of firearms offence, if YES this must be referred to Head of Legal Services          Yes                 

If required or available, what did the references say about the applicant’s suitability for the post? 
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Statement from the Service Provider’s Recruiter on the applicant’s view and response to being asked about the 

alleged offences /adverse disclosures including their attitude towards them and the Recruiter’s comments on 
engaging the Temporary Worker: 

SECTION 3: Decision: Hiring Manager and the Authority’s Contract Manager  

Declaration: Having considered the completed Risk Assessment and the duty of care towards the individual, 
customers and employees, I have decided that the applicant does* / does not* constitute sufficient risk and 
should* / should not* be offered this post. * delete as appropriate 

Reason for decision: 
 

Signed (required) Hiring Manager: (type name) 
 

Date 

Signed (required) the Authority’s Contract Manger  (type name) 
 

Date 
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 APPENDIX 7 

The Authority’s Workplace Principles 

Appendix 7 

Working at the GLA Group – Workplace Principles  

 

This document applies to all agency-supplied Temporary Workers who work on assignment 

with the GLA Group.   

 

For the purposes of this document, The GLA Group means any Functional Body of the GLA 

or authority or contracting partner including Transport for London, , The London Fire 

Brigade, The Greater London Authority, The London Legacy Development Corporation, Old 

Oak and Park Royal Development Corporation. 

 

A Temporary Worker can operate and be paid in one of three ways: 

 

• On a PAYE basis, where the agency is responsible for statutory payments such 

as tax or NI, or the application and accrual of holiday pay 

• Through an ‘Umbrella’ company (which must comply with the audit 

requirements of the agency) 

• Through a UK Limited Company (of which the Temporary Worker must be a 

director) 

 

The GLA Group expects all people to behave in a way that reflects the GLA Group’s values 

and expectations as set out in these Workplace Principles.  The Temporary Worker should 

comply with these Principles and should be aware that any failure to adhere to them may 

result in the termination of their Assignment with the GLA Group.  If the Temporary Worker 

has any queries about the Principles he/she should refer their query to their nominated 

agency contact which sets the objectives for the temporary assignment  

 

General Conduct  

 

1. The Temporary Worker is required to behave with a high standard of integrity in 

business and commercial relationships and to treat all the GLA Group personnel, 

customers and anyone else with whom the GLA Group has dealings with dignity, 

fairness and respect.  

 

2. The Temporary Worker must perform their duties diligently and must deal with 

members of the public sympathetically, efficiently, promptly and without bias. 

 

3. The Temporary Worker must comply with all working procedures and safety 

instructions relevant to their Assignment, as notified to them by your nominated 

agency contact.  

 

4. The Temporary Worker must avoid engaging in activities that may bring disrepute 

or damage upon the GLA Group, even where such conduct occurs outside of their 

GLA Group workplace. 

 

 

Health and Safety  

 

The GLA Group’s customers, employees and suppliers have an expectation that when using 

or delivering our services they will remain harm free. Our vision is a harm free environment 

for all. The GLA Group is committed to meeting that vision and these expectations. 
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The GLA Group will ensure that our employees, agency staff and contractors go home 

healthy and safe every day, we maintain our assets and deliver projects safely without 

harming the environment wherever possible. 

 

5. The GLA Group seeks to maintain a safe physical environment for all, including 

emergency procedures that are regularly updated. The Temporary Worker is 

responsible for familiarising themselves with all procedures applicable to their work 

as notified to them by their nominated agency contact.  

 

6. The Temporary Worker must comply with health and safety requirements that are 

applicable to their work, and must proactively seek to remove or mitigate any health 

and safety risks in their working environment in order to ensure a safe physical 

environment for all. 

 

Alcohol and the workplace  

 

7. The GLA Group operates a zero-tolerance approach to alcohol to minimise any 

safety risks to customers, its employees and Temporary Workers. It is therefore the 

Temporary Worker’s responsibility not to come to work if they are under the 

influence of alcohol in any way.  The consumption of alcohol prior to commencing 

work, whilst at work or during meal/rest breaks in the working day, including 

meal/rest breaks spent outside the GLA Group / operational premises or when on 

call, is strictly prohibited.  

 

8. The Temporary Worker:  

 

8.1. Must not bring alcohol onto the premises, the only exception being where alcohol 

has been purchased during breaks for consumption away from company premises. 

On these occasions the seal must remain intact. If you are working for London 

Underground Ltd or London Rail or at any of their locations, or a Police force a more 

stringent requirement applies and you must not buy alcohol whilst on duty nor bring 

alcohol onto the premises. 

 

8.2. Be mindful that some medication may contain alcohol or may cause drowsiness and 

therefore the worker should inform both their nominated agency contact and direct 

line manager if they are taking any medication that contains alcohol or may cause 

drowsiness.  

 

8.3. If called upon in an emergency while off duty and when they have been drinking, 

the Worker must inform the nominated agency contact and their direct line manager 

of their alcohol consumption. 

 

 

Drugs and the workplace  

 

9. The GLA Group also operates a zero-tolerance approach to the misuse of drugs or 

use of illegal substances. The misuse, possession, consumption, storage (except for 

those prescribed and available without prescription), purchase or sale (or offer to 

purchase or sell) drugs or illegal substances on any GLA Group premises, or the 

provision of services under the influence of drugs or illegal substances will lead to 

the termination of Assignment. 

 

 

10. The Temporary Worker:  
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10.1. Must advise their nominated agency contact and direct line manager if they are 

taking medicine, pills or drugs likely to impair work performance or if they have a 

misuse of drugs or misuse of illegal substances related problem. 

 

10.2. Must not consume or use illegal drugs at any time, whether on duty or not, so as 

to ensure they are not under the influence when reporting for duty, providing 

services for the GLA Group or when on GLA Group premises; and, 

 

10.3. Must not possess, store (except for those prescribed and available without 

prescription), or sell drugs or illegal substances on the GLA Group premises or in 

vehicles, or bring the GLA Group into disrepute by being involved in such activities 

outside work. 

 

Smoking and the workplace 

 

11. Smoking including the use of Electronic Cigrarettes (vaping) is prohibited in all the 

GLA Group workplaces and during any meetings attended by a Temporary Worker 

on the GLA Group’s behalf regardless of location. The work place includes such areas 

as reception, lifts, staircases, corridors, cloakrooms, toilets, storerooms, 

recreation/rest rooms, kitchen areas and canteens, vehicles owned by or leased to 

the GLA Group and its subsidiaries and driven by employees for business purposes.  

Electronic Communications and Equipment Usage  

 

12. Electronic mail (email), the The Intranet and the Intranet are essential business 

tools for the GLA Group which the Temporary Worker must use effectively and 

appropriately, whether the Temporary Worker is accessing these tools through 

using their own equipment or using equipment provided by the GLA Group. 

 

13. All Information and Communications Technology (IT) equipment, in whatever form, 

relating to the GLA Group’s business activities and all information handled by the 

GLA Group relating to other organisations with which it deals, is subject to this 

policy.  

 

This includes but not limited to the following: any computer (including laptops and 

tablets issued for off-site use), mobile and handheld or body devices (e.g. Two Way 

Radios, Body Worn Cameras etc.), server or network equipment and any telephone 

handset, switchboard or voice network provided or supported by the GLA Group. It 

also includes any data stored, processed or transmitted on such networks and 

data/programs stored on the GLA Group’s computer systems or on magnetic or 

optical storage media that is owned and/or maintained by the GLA Group. This 

principle extends to any computer equipment used by the Temporary Worker 

whether it belongs to them, to the GLA Group, or a third party, when it is used to 

work on the GLA Group’s business whether on the GLA Group’s premises or 

elsewhere.  

 

14. The GLA Group reserves the right to monitor and/or record individual use of IT 

facilities for legitimate purposes to protect against misuse and to ensure system 

and operational efficiency and integrity. It reserves the right to access individual 

accounts in circumstances where it has a reasonable belief that there has been a 

breach of this policy. 

 

15. The Temporary Worker should therefore have no expectation of privacy whilst using 

any GLA Group IT device, product or facility. Copies of emails, text messages and 

or communication may be disclosed to third parties for legal reasons. 

 

 

16. The Temporary Worker:  
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16.1. Must ensure that they do not download, create or transmit material that is abusive 

or threatening to others or might be regarded as offensive on the basis of personal 

characteristics such as race, sex, colour, religion, nationality, gender, disability, 

sexual orientation or age. Where such material is received or stored on personal 

equipment and brought into the workplace, the Temporary Worker must not show, 

print, forward or transfer such material on to the GLA Group equipment whilst on 

GLA Group premises; 

 

16.2. Must notify their nominated agency contact immediately if any such material is 

accessed accidentally; 

 

16.3. Must use the GLA Group’s facilities for business purposes only but may use them 

for limited personal use provided this does not interfere with their Assignment 

 

16.4. Keep passwords confidential, not write them down or disclose them to other 

Temporary Workers, workers or employees, including IT Temporary Workers and 

employees, and ensure that PC/terminals are locked if left unattended; 

 

16.5. Must not attempt to circumvent any security controls, determine or identify 

passwords or breach conditional access systems, whether belonging to the GLA 

Group, its suppliers or third parties; 

 

16.6. Must not use or attempt to use IT facilities or attempt to access data they are not 

authorised to use or access; and, 

 

16.7. Must not retain the GLA Group information on any non-GLA Group equipment at the 

end of their Assignment unless authorised to do so.  

 

16.8. Must report any data breach to their manager immediately and in case within 24 

hours to give time for the manager and The GLA Group to comply with reporting 

requirements required by the Information Commissioner 

 

Social Media 

  

17. GLA Group Temporary Workers are encouraged to participate in dialogue on internal 

networking platforms; however, they must act in accordance with the GLA Group 

behaviours and all other policies that govern our actions at work. For example, the 

Temporary Worker should not insult other GLA Group Temporary Workers, workers 

or employees, or upload any inappropriate material. 

 

18. On non-GLA Group social media platforms, the Temporary Worker must not publish 

or discuss information not approved for public release, refer to their own opinion as 

being that of the GLA Group’s or appear to represent the GLA Group’s official view 

on any topics. Such messaging is conveyed only by official GLA Group channels of 

communication. 

 

19. The Temporary Worker must not post any confidential or sensitive information 

related to GLA Group employees, customers or suppliers without their permission 

and where the information may amount to sensitive, personal data, must not do so 

without the prior consent of the individual. 

 

20. The Temporary Worker must not react or respond to posts or to a third party’s 

attempt to start conversations about the GLA Group. If the Temporary Worker is 

made aware of potentially damaging conversations, he/she should alert the Press 

Office. 
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21. The Temporary Worker must take care when mixing personal and professional life 

in the social media world as lives can easily intersect. The GLA Group respects the 

right for its entire people to speak freely, but they must remember that the GLA 

Group employees, customers and suppliers may have access to material posted 

online. This should be kept in mind when publishing information online that can be 

seen by or reposted in an unrestricted environment on other social media.  

 

Attendance   

 

22. Where the Temporary Worker agrees to carry out work at a particular time, for 

example to attend a meeting, they must always: 

 

22.1. Attend on time at the appropriate place and ensure that they are not late or absent 

without good cause; 

 

22.2. If they are unable to attend work at a contractually agreed time or unable to deliver 

work on an agreed date, they should inform their nominated agency contact and 

direct line manager by telephone as soon as possible; and 

 

22.3. Confirm the reason for their absence in writing to the their nominated agency 

contact and direct line manager 

 

 

Equality, Diversity & Inclusion  

 

23. The GLA Group is committed to equality and inclusion and values the diversity of its 

people, customers and suppliers.  The Temporary Worker must display and 

encourage in others a behaviour that contributes to an environment where everyone 

is treated fairly, equally and with dignity and respect.  

 

24. The Temporary Worker must ensure that their behaviour at work does not 

discriminate against or harass others 

 

 

Bullying and Harassment 

 

25. The GLA Group values the existence of a safe and supportive working environment 

and expects the Temporary Worker to behave in a professional, responsible, 

moderate and sensitive manner in dealings with others. 

 

26. The Temporary Worker: 

 

26.1. Shall understand that bullying and harassment will not be tolerated and that 

unacceptable language and behaviour will be challenged; 

 

26.2. Should they become aware of any potentially offensive material in the workplace 

for example photographs, posters, postcards, email or Internet material, ensure 

that is not displayed or circulated; 

 

26.3. Co-operate with any fact finding process into bullying or harassment, including 

attending fact finding meetings, irrespective of whether or not they have been 

directly involved themselves; and, 

 

26.4. Raise any concerns about inappropriate conduct in the workplace with their 

nominated agency contact and direct line manager. 
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Business Ethics 

 

27. As a public sector organisation, the GLA Group requires the Temporary Worker to 

act with integrity, impartiality and honesty. The Temporary Worker must not use 

their authority or position for personal advantage or against the GLA Group’s public 

interest. In particular, the Temporary Worker should: 

 

27.1. Handle internal and external business affairs with complete integrity without 

reference to personal interest; 

 

27.2. Inform the GLA Group in writing if they have any personal interest that might affect, 

or could be seen by others to affect, their impartiality in dealing with customers, 

suppliers, contractors or members of the public or in discharging their 

responsibilities under the Assignment;  

 

27.3. Reject any business practice which might reasonably be deemed improper; 

 

27.4. Follow the letter and spirit of the law, guidance from appropriate professional 

institutions or bodies, good business practice and contractual obligations; and 

 

27.5. Not deceive or knowingly mislead customers, the public, senior managers or 

managers, GLA Group employees, workers or other Temporary Workers. 

 

Confidential Information  

 

28. The Temporary Worker should not disclose sensitive or confidential information 

about the GLA Group, other than that required by the normal course of their 

Assignment, unless expressly authorised to do so, in writing, by the GLA Group. 

 

29. The Temporary Worker should not use any confidential information, whether 

technical, commercial, financial, personal or other, for personal gain or against the 

GLA Group’s interests, or pass it on to others who might use it in this way.  

 

 

 

 

 

 

Please provide the following and return to the Service Provider (or verify online): 

 

 

 

Full Name: .……………………………………………… 

 

 

 

Date:  .……………………………………………… 

 

 

 

Signature: .……………………………………………… 
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 APPENDIX 8 

NOT USED 
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 APPENDIX 9 

The Authority - Compliance pre-engagement screening matrix 




