Template Letter Representations - ‘Pseudo’ (June 2013)
Copy and paste the template letter below into your own force letterhead. Red text either requires your input or is optional (delete as applicable)
Note: this is the standard letter template for use in the majority of instances. You may make reasonable changes to the text should the circumstances of a specific case necessitate it.
Offer of Representations for an Enhanced Criminal Record Check
* This is a request for information. 
It is NOT your completed Enhanced Check *
Separate guidance explaining this process, issued by the Disclosure and Barring Service, has been included with this letter – you are advised to read the guidance fully and carefully.
Dear [name],

I am writing to you as a subscriber to the Disclosure and Barring Service’s Update Service. 
As part of the Update Service process, new information has been referred to us, [Name of force], in order that we make checks against our records to assess new information which has come to notice since your initial application. Our assessment of new information may result in a change to the current status of one or more of your current Enhanced certificates.  
Legislation requires that a Chief Officer, before making a disclosure, satisfies him/herself that it is reasonable to believe that information is relevant and, equally, that it ‘ought to be disclosed’ - the Chief Officer must consider whether the disclosure of relevant information is necessary in each case. The police and the DBS have built this same requirement into our consideration of information for the Update Service.
[We believe that we have information that may be relevant to this application and] [we have questions which, when answered, will help in our processing of this application.] Before we can make our decision, we would like to give you the opportunity to tell us why you believe that it would be wrong for us to consider changing your current status on the basis of this information*, or to ask us to amend the wording – this is called ‘making representations’.
It cannot be stressed enough that making representations can make a real difference to our final decision – please do not think that making representations would be a waste of your time.
In some circumstances, you may need to obtain and provide evidence, or declarations from someone else**, in support of your representations and this may take some time. If this is the case, please notify us as soon as possible. Please be aware that we cannot reimburse you for any costs incurred in obtaining such evidence. However, if you provide something to us that you need returning to you, please include a postage-paid, self-addressed envelope with your representations. 

If you do wish to make representations, please provide all of the information that you believe may change or influence our decision. 
If you do not wish to make representations, please notify us of this decision. I should make you aware, however, that it will then be likely that we reach a decision that will affect the current status of your subscription.
*If you believe that we have the wrong person - that some or all of this information does not belong to you or to the individual concerned - do not worry; your response will help us to correct matters.
**Information that is specific to and supports your challenge to disclosure, not references  of good character 
[Insert your question/Approved Text/etc. here; introduce and tailor to the needs of the case as you feel necessary]

Whether or not you would like to make representations, you should reply in writing by [insert date]. 
Please write ‘X’ in the box beside your chosen response:

· I include my Written Representations/answers (see Applicant Guidance)
· No representations (I understand that my current subscription status may change)
NB – if we do not receive a response from you by [insert date], we may proceed on the understanding that you do not wish to make representations and we will have to make our final decision without your input.
Finally, may again I direct you to read the accompanying guidance. I cannot stress enough the need for you to read it, completely, before you go any further; it contains important information regarding your rights and will help you understand the process and your part in it. 
Please return this letter (along with your written representations, if applicable) to:

[Insert your return address]

Yours sincerely,

xxxxxxxxxxxxx

