
 
 

 
 

 
 
TUESDAY 9TH APRIL 2024 
 
 
TO:   ALL MEMBERS OF THE CABINET 
 
 
 
I HEREBY SUMMON YOU TO ATTEND A MULTI LOCATION MEETING 
OF THE CABINET WHICH WILL BE HELD IN THE CHAMBER, COUNTY 
HALL, CARMARTHEN, SA31 1JP AND REMOTELY AT 10.00 A.M. ON 
MONDAY, 15TH APRIL, 2024 FOR THE TRANSACTION OF THE 
BUSINESS OUTLINED ON THE ATTACHED AGENDA 
 

Wendy Walters 

CHIEF EXECUTIVE 

 
Democratic Officer: Michelle Evans Thomas 
Telephone (direct line): 01267 224470 
E-Mail: MEEvansThomas@carmarthenshire.gov.uk 
 

This is a multi-location meeting.  
Members can attend in person at the venue detailed above or remotely via the 

Zoom link which is provided separately. 

The meeting can be viewed on the authority’s website via the following link:- 
https://carmarthenshire.public-i.tv/core/portal/home 

 
 

Wendy Walters Prif Weithredwr, Chief Executive, 
Neuadd y Sir, Caerfyrddin. SA31 1JP 
County Hall, Carmarthen. SA31 1JP 
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CABINET 
MEMBERSHIP – 10 MEMBERS 

 
 

COUNCILLOR PORTFOLIO 

Councillor Darren Price Leader 

Councillor Linda Evans Deputy Leader and Cabinet Member for Homes 

Councillor Glynog Davies Education and Welsh Language 

Councillor Ann Davies Rural Affairs, Community Cohesion and Planning 
Policy 

Councillor Hazel Evans Regeneration, Leisure, Culture and Tourism 

Councillor Philip Hughes Organisation and Workforce 

Councillor Alun Lenny Resources 

Councillor Edward Thomas Transport, Waste and Infrastructure Services 

Councillor Jane Tremlett Health and Social Services  

Councillor Aled Vaughan Owen Climate Change, Decarbonisation and Sustainability 

 

 



 
 

 
 

A G E N D A   
  

1. APOLOGIES FOR ABSENCE   
 
2. DECLARATIONS OF PERSONAL INTEREST   
 
3. TO SIGN AS A CORRECT RECORD THE MINUTES OF THE 

MEETINGS OF THE CABINET HELD ON THE FOLLOWING 
DATES:-  

 

 
3 .1 18TH MARCH 2024 5 - 10  
3 .2 25TH MARCH 2024 11 - 14  

4. QUESTIONS ON NOTICE BY MEMBERS   
 
5. PUBLIC QUESTIONS ON NOTICE   
 
6. EMPLOYMENT SAFEGUARDING (REVISED AND NEW 

POLICIES/GUIDANCE)  
15 - 112 

 
7. TEN TOWNS PROGRAMME (REVENUE FUND)  113 - 120 
 
8. TEN TOWNS PROGRAMME CAPITAL FUND - LLANYBYDDER  121 - 128 
 
9. TO APPROVE THE NOMINATION OF COUNCILLOR STEVE 

WILLIAMS TO BE APPOINTED TO THE PARC HOWARD 
COLLABORATION GROUP (JOINT WITH LLANELLI TOWN 
COUNCIL)  

 

 
10. TO APPROVE THE FOLLOWING LABOUR GROUP CHANGES TO 

MEMBERSHIP OF THE CABINET ADVISORY PANELS:-  
 

 • Councillor Edward Skinner to take the Vacant seat on the 
Development of the Local Development Plan Advisory Panel 

• Councillor Anthony Leyshon to replace Councillor Dot Jones 
on the Rural Working Group Advisory Panel 

• Councillor Lewis Davies to take the remaining vacant seat on 
the Rural Working Group Advisory Panel 

 

 

 
11. ANY OTHER ITEMS OF BUSINESS THAT BY REASONS OF 

SPECIAL CIRCUMSTANCES THE CHAIR DECIDES SHOULD BE 
CONSIDERED AS A MATTER OF URGENCY PURSUANT TO 
SECTION 100B(4)(B) OF THE LOCAL GOVERNMENT ACT, 1972.  
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Note: These minutes are subject to confirmation at the next meeting. 

CABINET 
 

MONDAY 18TH MARCH 2024  
 
 

PRESENT:   Councillor D. Price (Chair) (In Person) 
 
Councillors (In Person):  
C.A. Davies G. Davies H.A.L. Evans L.D. Evans 
P.M. Hughes 
 
Councillors (Remotely): 
A. Vaughan-Owen 

A. Lenny  E.G. Thomas J. Tremlett  

 
Also in attendance as an observer (Remotely): 
Councillor D.M. Cundy 
 
Also Present (In Person): 
W. Walters - Chief Executive 
J. Morgan - Director of Community Services 
C. Moore - Director of Corporate Services 
G. Morgans - Director of Education & Children's Services 
J. Jones - Head of Regeneration, Policy & Digital 
L. Rees-Jones - Head of Administration & Law 
L. Evans - Policy & Involvement Manager 
C. Higginson - Media Manager 
L. Jenkins - Cabinet Support Officer 
R. Morris - Member Support Officer  
K. Thomas - Democratic Services Officer 
S. Rees - Simultaneous Translator 
 
Also Present (Remotely):  
M. Evans Thomas - Principal Democratic Services Officer [Note Taker] 
M. Runeckles - Member Support Officer 

 
Chamber, County Hall, Carmarthen and remotely : 10:00 am - 10:43 am 

 
1. APOLOGIES FOR ABSENCE 

 
There were no apologies for absence. 
 

2. DECLARATIONS OF PERSONAL INTEREST 
 

Councillor / 
Officer Minute Number Nature of Interest 

Councillor C.A. 
Davies 

7 - Business Rates - Retail, 
Leisure and Hospitality Rates 
Relief Scheme 2024/25 

Her family runs a business 
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Councillor G. 
Davies 

13 - Sustainable 
Communities Fund - 
Round 4 Applications 

He is a Trustee of one of the 
organisations 

Councillor H.A.L 
Evans 

7 - Business Rates - 
Retail, Leisure and 
Hospitality Rates Relief 
Scheme 2024/25 

Close relative runs a business 

Councillor L.D. 
Evans 

7 - Business Rates - 
Retail, Leisure and 
Hospitality Rates Relief 
Scheme 2024/25 

Close relative runs a business 

Councillor L.D. 
Evans 

13 - Sustainable 
Communities Fund - 
Round 4 Applications 

Someone she knows has 
applied for a grant 

Councillor P.M. 
Hughes 

7 - Business Rates - 
Retail, Leisure and 
Hospitality Rates Relief 
Scheme 2024/25 

He runs a business in the 
county 

Councillor A. Lenny 13 - Sustainable 
Communities Fund - 
Round 4 Applications 

He is a member of Carmarthen 
Town Council who have 
applied for a grant 

Councillor D. Price 13 - Sustainable 
Communities Fund - 
Round 4 Applications 

He has links with an 
organisation in Drefach which 
has applied for grant funding 

Councillor A. 
Vaughan-Owen 

13 - Sustainable 
Communities Fund - 
Round 4 Applications 

He is a member of one of the 
groups who have applied for a 
grant 

  
3. TO SIGN AS A CORRECT RECORD THE MINUTES OF THE MEETING OF 

THE CABINET HELD ON THE 4TH MARCH, 2024 
 
UNANIMOUSLY RESOLVED that the minutes of the meeting of the Cabinet 
held on the 4th March, 2024 be signed as a correct record. 
  

4. QUESTIONS ON NOTICE BY MEMBERS 
 
The Chair advised that no questions on notice had been submitted by members. 
 

5. PUBLIC QUESTIONS ON NOTICE 
 
The Chair advised that no public questions had been received. 
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6. (DRAFT) STRATEGIC EQUALITY PLAN 2024-2028 
 
Cabinet considered the (draft) Strategic Equality Plan 2024-28 which had been 
prepared to outline how the Council will meet its duties under the Equality Act 
2010 and the Specific Duties for Wales and builds on the Council’s previous 
plans. The Authority is required to publish the new plan in April 2024.   
 
The Equality Act 2010 brings together and replaces previous legislation and 
simplifies/strengthens the law, making it easier for people to understand and 
comply with. Most of the Act came into force on 1st October 2010.  Specific 
Duties have been introduced for Public Bodies in Wales and the development of 
a Strategic Equality Plan is one of those duties. 
 
Reference was made to the importance of this agenda item which was a major 
part of the Cabinet’s vision. 
  
UNANIMOUSLY RESOLVED TO RECOMMEND TO COUNCIL 
 
6.1 that the (Draft) Strategic Equality Plan be approved; 
6.2 that the (Draft) Strategic Equality Objectives be agreed. 
 

7. BUSINESS RATES – RETAIL, LEISURE AND HOSPITALITY RATES RELIEF 
SCHEME 2024/25  
 
[NOTE:  Councillors C.A. Davies, H.A.L. Evans, L.D. Evans and P.M. Hughes, 
having earlier declared an interest in this item, left the meeting for the 
consideration and determination thereof.] 
 
Cabinet considered a report providing details of a rate relief scheme being made 
available to billing authorities by Welsh Government for 2024/25.   
 
In 2017/18 Welsh Government introduced a “High Street Rate Relief Scheme” for 
eligible businesses and the scheme continued for 2018/19, and every year since 
then. However, unlike previous years, the 2019-20 scheme was not limited to 
high street premises but included all properties within Wales meeting the wider 
retail criteria.  
 
In response to the Coronavirus emergency in 2020/21 Welsh Government 
announced that it would introduce the Retail, Leisure and Hospitality Rates Relief 
scheme to increase the discount to 100%. This scheme also applied in 2021/22 
and in addition to retail sector, it was extended to include leisure and hospitality 
sectors e.g. shops, pubs and restaurants, gyms, performance venues and hotels 
across Wales.  
 
The scheme for 2022/23, unlike the previous 2 years, provided support for 
eligible occupied properties by offering a discount of 50% on non-domestic rates 
bills for 2022/23, and the scheme for 2023/24 offered a discount of 75% for 
eligible occupied properties.  
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Welsh Government has recently confirmed that it will provide grant funding to all 
22 Local Authorities in Wales to provide the Retail, Leisure and Hospitality Rates 
Relief scheme to eligible businesses for 2024-25. However, for 2024/25 the 
scheme will provide a discount of 40% for eligible occupied properties. The 
scheme will apply to all eligible businesses, however, the relief will be subject to 
a cap on the amount each business can claim across Wales.  
 
Welsh Government has indicated the types of business that they consider 
appropriate for this relief and those which are not. The non-exhaustive list of 
business types was appended to the report at Appendix A.  
 
As this relief is a temporary measure Welsh Government is not making any 
legislative changes but instead will allow billing authorities to grant relief under 
the general discretionary relief powers available under section 47 of the Local 
Government (Finance) Act 1988. However, being a discretionary power, it is 
necessary for the Local Authority to formally adopt the scheme. The scheme is 
fully funded and therefore at no cost to the authority provided relief is granted in 
accordance with the Welsh Government guidelines. 
 
UNANIMOUSLY RESOLVED  
 
7.1 that the Retail Leisure and Hospitality Rates Relief Scheme 2024/25, 
 be adopted for 2024/25;  
7.2 that relief be granted in accordance with the Welsh Government 
 guidelines; 
7.3 that applications not specifically covered by the guidelines or 

otherwise require specific consideration, be determined by the 
Cabinet Member for Resources.  

   
8. COUNCIL’S REVENUE BUDGET MONITORING REPORT  

 
The Cabinet considered the revenue budget monitoring report which provided an 
update on the latest budgetary position as at 31st December 2023, in respect of 
2023/24.  
 
Overall, the monitoring report forecast an overspend for the year at departmental 
level of £10,183k, with a forecast overspend on the Authority’s net revenue 
budget of £4,782k. 
 
The Cabinet Member for Resources made particular reference to the fact that 
schools are expecting to spend £8.6m more than delegated budgets, meaning 
that current balances will reduce from £11.1m to £2.5m which was a concerning 
issue.  He pointed out that part of the reason for the drawdown on school 
balances was due to the high level of nationally agreed NJC pay awards.  As it 
has always been this Administration’s budget approach to try and provide in full 
for known pay commitments to delegated school budgets, he recommended that 
part of the contingency budget be allocated to meet this increased cost to 
schools, estimated to be around £800k. 
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UNANIMOUSLY RESOLVED  

8.1    that the budget monitoring report be received and the budgetary 
position and appropriate corrective action taken be noted; 

8.2 that, in respect of significant overspends on specific budget areas, 
Chief Officers and Heads of Service critically review options 
available to them to address the ongoing impact; 

8.3  that part of the contingency budget be used to meet the increased 
pay cost to schools caused by the NJC pay awards, estimated to be 
around £800k. 

9. CAPITAL PROGRAMME 2023/24 UPDATE   
 
Cabinet considered a report providing details of the latest projected outturn of the 
capital programme as at 31st December, 2023 in respect of the 2023/24 financial 
year.   
 
The current capital programme is based on information available as at the end of 
December 2023. Appendix A indicated a forecasted net spend of £70,752k 
compared with a working net budget of £139,013k, giving a -£68,261k variance.  
 
The net budget includes the original H.R.A. and General Fund capital 
programmes approved by Council on 1st March and slippage from 2022/23. 
Some of the budgets have also been amended to account for differences in 
actual grant allocations compared with the anticipated allocations at the time the 
programme was approved, and new grant awards received during the year to 
date. Appendix B detailed the main variances within each department. 
 
Reference was made to the amazing projects being undertaken by the Council 
including the YMCA in Llanelli and the designing and building of new schools, 
despite all the challenges.   

UNANIMOUSLY RESOLVED  

9.1 that the capital programme update report be received; 

9.2 that the new projects be noted and agreed, to be funded from current 
 year capital charges  

10 ANY OTHER ITEMS OF BUSINESS THAT BY REASONS OF SPECIAL 
CIRCUMSTANCES THE CHAIR DECIDES SHOULD BE CONSIDERED AS A 
MATTER OF URGENCY PURSUANT TO SECTION 100B(4)(B) OF THE 
LOCAL GOVERNMENT ACT, 1972 
 
The Chair advised that there were no urgent items of business. 
 

11 EXCLUSION OF THE PUBLIC 
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UNANIMOUSLY RESOLVED, pursuant to the Local Government Act 1972, 
as amended by the Local Government (Access to Information) (Variation) 
(Wales) Order 2007, that the public be excluded from the meeting during 
consideration of the following items as the reports contained exempt 
information as defined in paragraph 14 of Part 4 of Schedule 12A to the Act. 
  

12. DISPOSAL OF PARC DEWI SANT, JOBSWELL ROAD, CARMARTHEN 
 
Following the application of the public interest test it was UNANIMOUSLY 
RESOLVED, pursuant to the Act referred to in Minute 11 above, to consider 
this matter in private, with the public excluded from the meeting as 
disclosure would put the Authority at a material disadvantage in any 
subsequent negotiations with third parties and potentially harm the public 
purse. 
 
Cabinet considered a report providing details of a revised offer in connection with 
the disposal of Parc Dewi Sant, Carmarthen. 
  
UNANIMOUSLY RESOLVED to proceed with the revised offer as detailed in 
the report.   
 

13. SUSTAINABLE COMMUNITIES FUND – ROUND 4 APPLICATIONS  
 
Following the application of the public interest test it was UNANIMOUSLY 
RESOLVED, pursuant to the Act referred to in Minute 11 above, to consider 
this matter in private, with the public excluded from the meeting as 
disclosure would be likely to place the organisations named in the report at 
an unfair disadvantage in relation to any competitors. 
 
[NOTE:  Councillors G. Davies, L.D. Evans, A. Lenny, D. Price and A. Vaughan-
Owen, having earlier declared an interest in this item, left the meeting for the 
consideration and determination thereof.  Councillor P.M. Hughes chaired the 
meeting for this item, in the absence of the Chair.] 
 
Cabinet considered a report providing an overview of applications submitted 
under the Sustainable Communities Fund (Round 4) which is funded via the UK 
Government Shared Prosperity Fund. 
  
UNANIMOUSLY RESOLVED that the projects identified be awarded funding, 
as detailed in the report. 
 
 
 

 
________________________    __________________ 
CHAIR       DATE 
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CABINET 
 

MONDAY 25TH MARCH 2024  
 
 

PRESENT:   Councillor D. Price (Chair) (In Person) 
 
Councillors (In Person):  
C.A. Davies H.A.L. Evans L.D. Evans E.G. Thomas 
J. Tremlett 
 
Councillors (Remotely): 
G. Davies 

 
 

  

 
Also in attendance as an observer (Remotely): 
Councillor D.M. Cundy 
 
Also Present (In Person): 
W. Walters - Chief Executive 
C. Moore - Director of Corporate Services 
G. Morgans - Director of Education & Children's Services 
A. Williams - Director of Place & Infrastructure 
S. Davies - Head of Access to Education 
L. Rees-Jones - Head of Administration & Law 
D. Hockenhull - Media & Marketing Manager 
L. Jenkins - Cabinet Support Officer 
E. Bryer - Democratic Services Officer 
D. Hall-Jones - Member Support Officer 
S. Rees - Simultaneous Translator 
 
Also Present (Remotely):  
M. Evans Thomas - Principal Democratic Services Officer [Note Taker] 
M. Runeckles - Member Support Officer 

 
Chamber, County Hall, Carmarthen and remotely : 2.00 pm - 2.15 pm 

 
1. APOLOGIES FOR ABSENCE 

 
Apologies for absence were received from Councillors P.M. Hughes, A. Lenny 
and A. Vaughan-Owen. 
  

2. DECLARATIONS OF PERSONAL INTEREST 
 

Councillor  Minute Number Nature of Interest 

Councillor C.A. 
Davies 

5 – School Admissions – 
Primary School Admissions 
Review (Rising 4s) 

Runs a children’s nursery 
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3. QUESTIONS ON NOTICE BY MEMBERS 

 
The Chair advised that no questions on notice had been submitted by members. 
 

4. PUBLIC QUESTIONS ON NOTICE 
 
The Chair advised that no public questions had been received. 
 

5. SCHOOL ADMISSIONS - PRIMARY SCHOOL ADMISSIONS REVIEW (RISING 
4s) 
 
[NOTE:  Councillor C.A. Davies, having earlier declared an interest in this item, 
left the meeting prior to the consideration and determination thereof.] 
    
Cabinet considered a report on the review of Primary School Admissions.   
  
In 2018/19 the Education & Children Scrutiny Committee completed a Task & 
Finish Review of the current provision for early years education, childcare and 
play opportunities. One of the conclusions identified in the report was that the 
Authority’s ‘Rising 4s’ policy is markedly different to other neighbouring Local 
Authorities’ and that the Council undertake a formal review of its current 
admissions policy for full time education for 4 year olds (the Rising 4s Policy). 
  
At its meeting held on 11th December, 2023 Cabinet considered a report into the 
rationale for potential removal of the policy and an assessment of the implications 
of removal of the Rising 4s Policy in individual schools in the form of a gap 
analysis. As a result, Cabinet resolved to consult on the removal of the Rising 4s 
Policy during the annual admissions consultation exercise in January 2024, for 
potential implementation in September 2025. An extensive consultation exercise 
took place between 19th January 2024 and 1st March 2024. 
  
The review of the full-time education admissions policy formed only part of an 
overall review of early years education and childcare provision across the county. 
The Cabinet’s Vision statement outlines a desire to 'improve the availability of 
early years education and childcare settings across the county, particularly in 
rural areas; with a particular focus on providing and strengthening Welsh-medium 
childcare in all areas'. Via a thorough analysis of gaps in the provision of the 
early years’ education and childcare offer across Carmarthenshire, officers have 
identified communities where there is currently a limited offer i.e. a lack of early 
years education and/or childcare provision. As part of implementing a revised 
Admissions Policy officers will develop proposals to address those gaps and 
present these to Cabinet for their consideration. This will include working with 
partners on the delivery of early years education or creating 3-11 schools to 
provide the education offer across the county. Officers will also work on 
enhancing the childcare offer in those communities to ensure that families are 
able to access the Welsh Government's 30-hour free Childcare Offer locally. 
  
UNANIMOUSLY RESOLVED that Carmarthenshire, as the Admissions 
Authority for Community and Voluntary Controlled primary schools, 
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proceeds to remove the Rising 4s Policy and implement Option B (as 
detailed in the report) from 1st September 2025 i.e. to admit full time 
learners to primary schools in the school term following their fourth 
birthday.  
  

6. LABOUR GROUP CHANGES TO MEMBERSHIP OF THE CABINET 
ADVISORY PANELS 
 
Cabinet considered the following nominations submitted by the Labour Group to 
fill vacant seats on Cabinet Advisory Panels:- 
  

(1)  Councillor Tina Higgins to take the vacant seat on the Rural Working 
Group Advisory Panel; 

(2)   Councillor Michael Thomas to take the vacant seat on the Development 
of the Local Development Plan Advisory Panel; 

(3)   Councillor Edward Skinner to take the vacant seat on the Corporate 
Parenting & Safeguarding Advisory Panel; 

(4)   Councillors Crish Davies and Edward Skinner to take the vacant seats on 
the Climate Change & Nature Emergency Cross Party Advisory Panel. 

  
UNANIMOUSLY RESOLVED that the proposed changes to membership of 
Cabinet Advisory Panels, as detailed above, be approved. 
  

7. PLAID CYMRU GROUP CHANGES TO MEMBERSHIP OF THE CABINET 
ADVISORY PANELS 
 
Cabinet considered the following changes to membership of Cabinet Advisory 
Panels submitted by the Plaid Cymru Group:- 
  

(1) Councillor Russell Sparks to replace Councillor Hefin Jones on the Climate 
Change Advisory Panel; 

(2)  Councillor Meinir James to replace Councillor Liam Bowen on the Climate 
Change Advisory Panel. 
  

UNANIMOUSLY RESOLVED that the proposed changes to membership of 
Cabinet Advisory Panels, as detailed above, be approved. 
  

8. ANY OTHER ITEMS OF BUSINESS THAT BY REASONS OF SPECIAL 
CIRCUMSTANCES THE CHAIR DECIDES SHOULD BE CONSIDERED AS A 
MATTER OF URGENCY PURSUANT TO SECTION 100B(4)(B) OF THE 
LOCAL GOVERNMENT ACT, 1972 
 
The Chair advised that there were no urgent items of business. 
 
 
 
 
________________________    __________________ 
CHAIR       DATE 
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JAN 2024 

 
 
 

EMPLOYMENT SAFEGUARDING (REVISED AND NEW POLICIES / 
GUIDANCE) 

 
Purpose: To ensure that our guidance and safeguarding policies are reviewed 
and updated 
 

Recommendations / key decisions required: 
To agree revised DBS Guidance, updated to include revised process around risk 
assessments and escalation process for non-compliant recruiters. 
To agree for the following policies to continue to Cabinet for adoption: 

1. Safer Recruitment 
2. Recruitment of ex-offenders 

 
Reasons:  
1. To address identified gaps in employment policies and to strengthen 

guidance for managers. 
2. To tighten our approach to non-compliance in relation to pre-employment 

DBS checks 
3. To require staff working in regulated services to declare any criminal records 

on an annual basis or when convicted 
4. To improve clarity of responsibilities and documentation of decision making 
Cabinet Decision Required                     YES  

Council Decision Required                      NO  

CABINET MEMBER PORTFOLIO HOLDER 
Councillor P Hughes (Organisation and Workforce) 

Directorate: 

Name of Head of 
Service: Paul 
Thomas 

Report Author: Alison 
Wood 

Designations: 

Assistant Chief 
Executive 
 
People Services 
Manager 

Tel: 

Email 
addresses:PRThomas@carmarthenshire.gov.uk 
 
AMWood@carmarthenshire.gov.uk 

 

Cabinet 
15th April 2024
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Executive Summary 
 
Subject:  EMPLOYMENT SAFEGUARDING (REVISED AND NEW POLICIES / 
GUIDANCE) 
 
SUMMARY OF PURPOSE OF REPORT. 
 
• To agree revised DBS Guidance, updated to include revised process around risk 

assessments and escalation process for non-compliant recruiters 
• To agree for the following policies to continue to Cabinet for adoption (these have already 

been approved by CMT): 
 

1. Safer Recruitment 
2. Recruitment of ex-offenders 

DBS Guidance 
 
This more detailed guidance was updated following an audit undertaken by our Employment 
Safeguarding Officer and after consultation with managers and other key stakeholders including 
the Disclosure and Barring Service.  The Corporate Safeguarding Group has also made further 
revisions to ensure that the recent recommendations from Wales Audit are taken account of. 

 
The key changes are: 

 
• Annual Self declaration of convictions for staff working in safeguarding roles; 
• Signposting to HR for advice in relation to starting an employee without a DBS check 

(whilst waiting for the DBS check to be processed) – on an exceptional basis only; 
• Improved escalation process for schools/recruiting managers who fail to complete DBS 

checks or conduct a risk assessment prior to the employee’s start date; 
• More detailed guidance on assessing a job’s eligibility for a DBS check. 

Safer Recruitment Policy 
 

This Policy focuses on all stages of the recruitment process from ensuring safeguarding 
responsibilities feature in all job profiles to the importance of completing pre-employment checks 
and induction.   This Policy consolidates and replaces current guidance. 
 
Recruitment of Ex-offenders 
 
This Policy brings together existing guidance and complies with the DBS Code of Practice for 
employers who undertake DBS checks.  It sets out clearly the responsibilities of the employer 
and prospective employee and will be made available to all job applicants. 
 
 
 
 
1. OTHER OPTIONS AVAILABLE AND THEIR PROS AND CONS 
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Other options available include: 
 
2.1 No change.  
This option offers no advantages and fails to address issues which have been identified by 
Internal Audit, the Disclosure and Barring Service, Safeguarding leads and managers within the 
Authority.  
 
2.2 Introduce new policies and guidance  
This option provides for more support and comprehensive guidance to be available to managers, 
employees, and job applicants, sends a much stronger message on safeguarding being 
everyone’s responsibility and closes policy and guidance gaps which may have existed 
previously.   
 
 

DETAILED REPORT ATTACHED? No, 3 appendices only 
 

Recruitment of 
Ex-offenders Policy draft v4.docx

Draft Safer 
Recruitment Policy v6.docx

DBS Guidance v3 
Nov 23.docx  
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IMPLICATIONS 

 
 

Policy, 
Crime & 
Disorder 
and 
Equalities 
 

Legal  Finance  ICT  Risk 
Manage-
ment Issues  

Staffing 
Implications  

Physical 
Assets   

Bio- 
diversity & 
Climate 
Change 
 

YES 
 

YES  
 

NONE  
 

YES  YES  
 

YES  
 

NONE  
 

NONE 
 

 
2. Legal   
The Authority must comply with the following legislation, regulations, and statutory 
guidance in relation to recruitment and employment practice: 

• Safeguarding Vulnerable Groups Act 2006 
• Keeping Learners Safe (2022), Statutory Guidance in Wales 
• Staffing of Maintained Schools (Wales) Regulations 2017 
• Regulated Services (Service Providers and Responsible Individuals) (Wales) 

Regulations 2017 
• Wales Safeguarding Procedures 
• DBS Code of Practice 

• DBS Guidance for Employers 

4. ICT  
• The recommendations may include some modifications to Resourcelink / My View. 

 
 

 

I confirm that other than those implications which have been agreed with the appropriate Directors / 
Heads of Service and are referred to in detail below, there are no other implications associated with 
this report: 
 
Signed:    Paul Thomas, Assistant Chief Executive 

1. Policy, Crime & Disorder and Equalities 
• The recommendations are in line with published policy and strategic direction of the 

authority, in particular the Corporate Strategy and Well-being Objectives. 

• The recommendations include the adoption of new draft HR policies - Safer 
Recruitment and Recruitment of Ex-Offenders and revised, more comprehensive 
DBS Guidance for Managers. 
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5. Risk Management Issues 
Comprehensive policies and guidance for managers, employees and job applicants 
provides a framework within which the Authority can promote safeguarding as a priority and 
ensure consistency which, in turn, reduces risk in its recruitment and employment 
practices. 
7. Staffing Implications 
Development of Resourcelink/MyView will need to be built into the Resourcelink Team’s 
work programme. 

 
CONSULTATIONS 

 
I confirm that the appropriate consultations have taken in place and the outcomes are as detailed 
below: 
 
Signed:       Paul Thomas, Assistant Chief Executive                                                 

 
(Please specify the outcomes of consultations undertaken where they arise against 
the following headings) 

1. Scrutiny Committee request for pre-determination  NO 
If yes include the following information: - 
Scrutiny Committee   
Date the report was considered:-  
Scrutiny Committee Outcome/Recommendations:- 
 
 

 
2.Local Member(s)   
n/a 
3.Community / Town Council  
n/a 
4.Relevant Partners   
n/a 
5.Staff Side Representatives and other Organisations   
n/a 
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CABINET MEMBER PORTFOLIO 
HOLDER(S) AWARE/CONSULTED  

YES 

Include any observations here 

Section 100D Local Government Act, 1972 – Access to Information 
List of Background Papers used in the preparation of this report: 
 
THERE ARE NONE   
Title of Document 
 

File Ref No. Locations that the papers are available for public inspection  
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Policy Statement          4  
 
Procedures          5 
 
Appendix 1: Application Form Section On Declaration Of Convictions 
 
Appendix 2: Self-disclosure Form 
 
 
 
 
 
 
 
 
NOTE: This Policy is intended to be published externally to job applicants and 
volunteers as well as internally to staff and managers.  
 
The Policy should also be publicised by organisations for which the Council 
provides an umbrella body function to their job applicants, staff and 
volunteers. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Page 22



Page 2 of 13 
 

Introduction 
 
1. The Rehabilitation of Offenders Act 1974 ensures that ex-offenders who 

have not re-offended for a period of time since their conviction are not 
discriminated against when applying for jobs. Unless a position is 
exempted from the Act, employers are not allowed to discriminate on the 
grounds of spent convictions.  

 
2. The Rehabilitation of Offenders Act 1974 enables some criminal 

convictions to become 'spent', or ignored, after a 'rehabilitation period'.  
A rehabilitation period is a set length of time from the date of conviction.  
https://www.gov.uk/guidance/rehabilitation-periods  
After this period, with certain exceptions, an ex-offender is not normally 
obliged to mention their conviction when applying for a job. 

 
3. All employees, casual workers, volunteers, contractors, agency workers will 

undergo some form of pre-employment vetting checks. The type and 
level of checks will vary dependent upon the role and the access to 
children or adults at risk.  

 
4. Many positions within the Council qualify for Disclosure and Barring Service 

(DBS) checks which provide access to sensitive criminal record information 
about candidates.  

 
5. Having a criminal record will not necessarily bar an individual from working 

with the Council. This will depend on the nature of the position and the 
circumstances and background of the offences. 

 
6. A disclosure is only requested after a thorough risk assessment has 

indicated that one is both proportionate and relevant to the position 
concerned. For those positions where a Disclosure is required, job adverts, 
job profiles and any other recruitment information provided about the 
post must contain a statement that a Disclosure will be requested in the 
event of the individual being offered the position. 

 
7. The Authority will only require applicants to disclose 'unspent' criminal 

convictions as part of their application form if the post involves working 
with children or vulnerable adults, or is based within a school, pupil referral 
unit, children’s home or care home, or for certain financial and legal 
professional roles, or civil enforcement officer roles. 
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Types of DBS Checks 

8. There are 4 types of DBS checks which the Council may request. 
  
Basic Disclosure 
Shows unspent convictions and conditional cautions only. Any post is eligible 
for this type of check if it is deemed proportionate and relevant for the role.  
 
Spent convictions and cautions will not be included in a Basic level criminal 
records check and do not need to be disclosed by applicants applying for a 
job role which requires a Basic DBS check. 
 
Standard Disclosure  
Shows spent and unspent convictions, cautions, reprimands, and final 
warnings.  
 
Enhanced Disclosure  
Shows the same as a standard check plus any information held by the police 
that is considered relevant to the role.  
 
Enhanced Disclosure with barred lists  
Shows the same as an enhanced check plus whether the applicant is on the 
list of people barred from working with these service users.  
 
For enhanced DBS checks with barring certificate: 
Children’s workforce – provides access to a check of the Children’s barred list  
 
Adults’ workforce – provides access to a check of the Adults’ barred list  
 
Children’s and Adults’ workforce - provides access to a check of the 
Children’s and Adults’ barred lists. These are for roles which work with both 
children and adults at risk. 
 
Other workforce - provides access to a check of the Children’s and Adults’ 
barred lists. These are roles which do not specifically relate to working with 
children and/or adults.  

 
8. For job roles where a DBS certificate at either Standard or Enhanced level 

is requested, these checks will normally show spent and unspent 
convictions and cautions. However, certain old or minor offences may not 
be disclosed on DBS certificates. These are known as ‘protected’ offences.  
Protected convictions and cautions are removed by a process known as 
‘filtering’ so that they are not disclosed on a DBS certificate.  
The Council can only ask an individual about convictions and cautions 
that are not protected. 
For further information, refer to:  
DBS filtering guide - GOV.UK (www.gov.uk) 
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9. There is a list of offences that will always be disclosed on a Standard or 
Enhanced DBS certificate (unless they relate to a youth caution). These 
are known as ‘specified offences’ and are usually of a serious violent or 
sexual nature or are relevant for safeguarding children and adults at risk. 

All convictions resulting in a custodial sentence, whether or not 
suspended, will always be disclosed. 

Youth cautions, warnings and reprimands will not be disclosed 
automatically on a Standard or Enhanced DBS certificate. 

10. For those 18 or over at the time of the offence an adult conviction will be 
removed from a DBS certificate if:  
• 11 years have elapsed since the date of conviction; and  
• it is the person’s only offence, and  
• it did not result in a custodial sentence  

 
Even then, it will only be removed if it does not appear on the list of 
offences which will never be removed from a certificate. If a person has 
more than one offence, then details of all their convictions will always be 
included.  

 
An adult caution will be removed after 6 years have elapsed since the 
date of the caution - and if it does not appear on the list of offences 
relevant to safeguarding.  

 
For those under 18 at the time of the offence, the same rules apply as for 
adult convictions, except that the elapsed time period is 5.5 years.  
The same rules apply as for adult cautions, except that the elapsed time 
period is 2 years.  

 
10. If applicants are barred from engaging in regulated activity with a 

vulnerable group, it is an offence if they seek, offer or engage in regulated 
activity with a group that they are barred from working or volunteering 
with. Any such attempts by barred individuals will be reported to the 
Police. 
 

11. Successful applicants will be required to consent to subsequent criminal 
record checks during employment as deemed appropriate by the 
Council or regulatory bodies.  
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Scope 
 
12. This Policy applies to all those who work or are applying to work in roles 

within the Authority and within organisations for which the Authority acts 
as an umbrella body, including:  

 
• Job Applicants 
• Existing employees 
• Casual or temporary staff 
• Volunteers and prospective volunteers 
For Schools, it is recommended that the governing body should formally 
adopt this policy. 

 
14. This Policy will be made available to all job applicants at the start of the 

recruitment process via the Council’s Jobs and Careers web page and to 
all staff via the Council’s Intranet. Prospective and existing volunteers will 
be directed to the Council’s Jobs and Careers web page. For jobs 
advertised via Eteach.com, this policy should be provided to applicants 
within the set of recruitment documents. 
 
This will enable any person who objects to the vetting process, for 
whatever reason, to withdraw their application early in the recruitment 
process. 
 

15. Organisations for which the Council provides an umbrella function must 
also make this policy available to their job applicants, staff and volunteers. 

 
 
Policy Statement 
 
16. Safeguarding and protecting children and adults at risk is a high priority for 

Carmarthenshire County Council and ensuring that there are robust 
arrangements and procedures in place. This includes implementing safe 
recruitment procedures and practices. 
 

17. Carmarthenshire County Council is committed to the fair treatment of its 
staff, potential staff, prospective and existing volunteers, regardless of their 
background, culture, race, colour, nationality, ethnic or national origins, 
disability, religion and belief or non-belief, age, sex, gender reassignment, 
gender identity and gender expression, sexual orientation, pregnancy or 
maternity, marital or civil partnership status or their offending background.  

 
18. The Council actively promotes equality of opportunity for all and 

welcomes applications from a wide range of candidates, including those 
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with criminal records. We will short-list all candidates for interview based 
on their skills, qualifications, and experience.  

 
19. We undertake to treat all applicants for positions fairly and not to 

discriminate unfairly against any applicant based on a conviction or other 
information revealed in their Disclosure.  

 
20. Managers who are involved in the recruitment process will be suitably 

trained to identify and assess the relevance and circumstances of 
offences, with appropriate support and guidance from People Services. 
Managers will also receive appropriate guidance and training in the 
relevant legislation relating to the employment of ex-offenders. 

 
21. Where a Disclosure is to form part of the recruitment process, we request 

that information on a criminal record is detailed on the application form 
(self-declaration). We guarantee that this information is only seen by those 
who need to see it as part of the recruitment process and is not taken into 
consideration in the shortlisting or interviewing process.  

 
22. As an organisation assessing applicants’ suitability for positions which are 

included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order 
using criminal record checks processed through the Disclosure and Barring 
Service (DBS), the Council complies fully with the code of practice. 

 
23. We comply fully with our obligations under the Data Protection Act 1998 

and other relevant legislation pertaining to the safe handling, use, storage, 
retention and disposal of certificate information.  

 
24. The Council makes job applicants, employees and volunteers aware of 

the existence of the DBS code of practice through the publication of this 
policy on its website and will make a copy of the code of practice 
available on request. 

 
25. We undertake to discuss any matter revealed on a DBS certificate with the 

individual seeking the position before a decision is made to withdraw a 
conditional offer of employment. 

 
26. Disclosures containing previous convictions and/or cautions are not 

necessarily a bar to obtaining a position. However, failure to disclose such 
convictions where it is required will be discussed further with the individual 
regarding their reasons for not having disclosed this information. If it is 
thought that there was an attempt to obtain employment by deception, 
this would usually result in withdrawal of the offer of an employment, or 
disciplinary action or termination of employment, if the individual has 
already been appointed. 

 

Page 27

https://www.gov.uk/government/publications/dbs-code-of-practice
https://www.gov.uk/government/publications/dbs-code-of-practice


Page 7 of 13 
 

27. The Council reserves the right to withdraw access to this service where an 
organisation using the umbrella body service fails to comply with this 
policy.  

 

 
Procedures 
 
28. Declaration of convictions 

For all job roles, the Council will ask applicants about their convictions and 
cautions. The declaration will be provided to Recruiting Manager 
immediately after the preferred candidate has been selected, to enable 
the manager to act promptly to undertake a risk assessment to determine 
if the recruitment can proceed, and if so to consider if safeguards in the 
workplace are appropriate.  

 
See Appendix 1: Declaration of convictions 
 
 
29. Self-disclosure Form 

Where a DBS check is to form part of the recruitment process, the 
preferred candidate will be asked to complete a self-disclosure form. This 
information is provided confidentially to the recruiting manager or chair of 
the interview panel. This information will only to be seen by those who 
need to see it as part of the recruitment process. Recruiting managers will 
hold an open and measured one-to-one discussion on the subject of any 
offences or other matters that might be relevant to the position. 

 
See Appendix 2: Self Disclosure form 
 
30. Disclosure and Barring Service certificates 

30.1 Storage and access  
Certificate information, i.e., disclosure reference number is kept in a secure 
HR system and is only accessible by the system administrators.  
 
30.2 Handling  
In accordance with section 124 of the Police Act 1997, certificate information 
is only passed to those who are authorised to receive it in the course of their 
duties. We maintain a record of all those to whom certificates or certificate 
information has been revealed and it is a criminal offence to pass this 
information to anyone who is not entitled to receive it.  
 
30.3 Usage  
Certificate information is only used for the purposes of recruitment and 
continuous employment for which it was requested and for which the 
applicant’s full consent has been given.  
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30.4 Retention  
Once a recruitment (or other relevant) decision has been made, we do not 
keep certificate information for any longer than is necessary.  
 
In the case of unsuccessful recruitment, this is generally for a period of 18 
months after recruitment has been completed, to allow for the consideration 
and resolution of any disputes or complaints. If, in very exceptional 
circumstances, it is considered necessary to keep certificate information for 
longer, we will consult the vetting body about this and consider the Data 
Protection and Human Rights of the individual before doing so.  
 
In the case of successful recruitment, or re-checking of existing staff and 
volunteers, the information will remain on the employee file for 3 years after 
which a new check will be requested.  
 
Throughout this time, the usual conditions regarding the safe storage and 
strictly controlled access will prevail.  
 
30.5 Disposal  
Once the retention period has elapsed, we will ensure that any certificate 
information is destroyed by secure means. While awaiting destruction, 
certificate information will be kept securely.  
 
We will not keep any photocopy or other image of the certificate or any 
copy or representation of the contents of a certificate. However, we will keep 
a record of the date of issue of a certificate, the name of the subject, the 
type of certificate requested, the position for which the certificate was 
requested, the unique reference number of the certificates and the details of 
the recruitment decision taken as part of the employee personal file.  
 
30.6 Acting as an umbrella body  
As an umbrella body (an umbrella body being a registered body which 
countersigns applications and receives certificate information on behalf of 
other employers or recruiting organisations), we will take all reasonable steps 
to satisfy ourselves that the employing organisation will handle, use, store, 
retain and dispose of certificate information in compliance with the code of 
practice and in accordance with this policy.  
 
 
31. Ensuring Equality of Treatment 
All employees are required to adopt a positive, open and fair approach and 
ensure the Authority’s Equality and Diversity policy is adhered to and applied 
consistently to all irrespective of race, colour, nationality, ethnic or national 
origins, disability, religion and belief or non-belief, age, sex, gender 
reassignment, gender identity and gender expression, sexual orientation, 
pregnancy or maternity, marital or civil partnership status. 
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In addition, the Welsh Language Standards ask us to ‘ensure that the 
Welsh language is treated no less favourably than the English language’ 
and this principle should be adopted in the application of this policy. If 
you have any equality or diversity concerns in relation to the application 
of this policy and procedure, please contact a member of the HR team 
who will, if necessary, ensure the policy / procedure is reviewed 
accordingly. 

If you require this publication in an alternative format, 
please contact CEDuty@carmarthenshire.gov.uk  
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APPENDIX 1: DECLARATION OF CONVICTIONS 

Do you have any unspent conditional cautions or convictions under the 
Rehabilitation of Offenders Act 1974?   

YES / NO 

If yes, please give details including dates. 

If the Job Profile has indicated that the post for which you are applying will 
be subject to a standard or enhanced DBS check, please answer the 
following question. 

Do you have any adult cautions (simple or conditional) or spent convictions 
that are not protected as defined by the Rehabilitation of Offenders Act 1974 
(Exceptions) Order 1975 (Amendment) (England and Wales) Order 2020?  

YES / NO 

If yes, please give details including dates. 

A criminal record will not necessarily bar you from working for the Council. This 
will depend on the nature of the job and the circumstances and background 
of your offences. 

The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) 
Order 1975 (2013 and 2020) provides that when applying for certain jobs and 
activities, certain convictions and cautions are considered ‘protected’. This 
means that they do not need to be disclosed to employers, and if they are 
disclosed, employers cannot take them into account. 

Guidance about whether a conviction or caution should be disclosed can 
be found on the Ministry of Justice website. 

The Ministry of Justice’s online disclosure checker is a new service being 
piloted and may be useful: 

Caution or conviction - Check when to disclose cautions or convictions - 
GOV.UK (check-when-to-disclose-caution-conviction.service.gov.uk)  

Help is available from Unlock, a national independent advocacy charity that 
supports people with criminal records to move on positively in their lives.   

Disclosing criminal records to employers - Unlock 

Warning: 
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If you are barred from engaging in regulated activity with a vulnerable 
group, it is an offence if you seek, offer or engage in regulated activity with a 
group that you are barred from working or volunteering with.  

Any such attempts by barred individuals will be reported to the Police. 
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APPENDIX 2: SELF-DISCLOSURE FORM 
 
Self-disclosure form for roles which are exempt from the Rehabilitation of Offenders 
Act 1974. For completion by the person applying for the role, in addition to the 
Declaration of Convictions. 
 
Name of candidate/person:   
Previous name(s):  
Please include date(s) each name was used  

 

Address with postcode:   
Telephone/mobile number:   
Date of birth:   
  
 
All information you provide will be treated as confidential and managed in 
accordance with relevant data protection legislation and guidance.  
You have a legal right to access information held about you. 
 
Have you ever been known to any Social Services 
department or the Police as being a risk or potential 
risk to children or adults at risk?  

YES / NO  

 
If yes, please provide further information: 
 
 
Have you been the subject of any investigation and/or 
sanction by any organisation or body due to concerns 
about your behaviour towards children or adults at risk?  

YES / NO  

 
If yes, please provide further information and include details of the outcome: 
 
 
Have you ever been the subject of disciplinary 
sanctions or been asked to leave employment or 
voluntary activity due to inappropriate behaviour 
towards children or adults at risk?  

YES / NO  

 
If yes, please provide further information: 
 
 
If you are registered with the DBS Update service, 
please answer this question: 
Have you been cautioned, subject to a court order, 
bound over, received a reprimand or warning or found 
guilty of committing any offence since the date of 
your most recent enhanced DBS disclosure? 
 
If yes, please provide further information. 

 
 
 
YES / NO  
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Do you have any overseas convictions?  YES / NO  

If yes, please provide further information: 
 
 
Confirmation of declaration (tick boxes below) 

� I agree that the information provided here may be processed in connection with 
recruitment purposes and I understand that an offer of employment may be withdrawn, or 
disciplinary action may be taken if information is not disclosed by me and subsequently 
comes to the organisation’s attention. 

� In accordance with the organisation’s procedures, if required I agree to provide a valid 
criminal record certificate and consent to the organisation clarifying any information 
provided on the disclosure with the agencies providing it. 

� I agree to inform the organisation within 24 hours if I am subsequently investigated by 
any agency or organisation in relation to concerns about my behaviour towards children 
or adults at risk. 

� I understand that the information contained on this form, the results of the DBS check 
and information supplied by third parties may be supplied by the organisation to other 
persons or organisations in circumstances where this is considered necessary to 
safeguard children or adults at risk. 
 
Signature of candidate: 

 

Print name:  

Date:  
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PART 1: SAFER RECRUITMENT POLICY 

 

Introduction 

1. Safeguarding is everyone's business whether they work for, or on behalf 
of the Council. 

2. Carmarthenshire County Council’s Corporate Safeguarding Policy has 
the following overarching Principles: 

• Every child and adult at risk (whatever their background, culture, 
race, colour, nationality, ethnic or national origins, disability, religion 
and belief or non-belief, age, sex, gender reassignment, gender 
identity and gender expression, sexual orientation, pregnancy or 
maternity, marital or civil partnership status) has a right to 
participate in a safe society without any violence, fear, abuse, 
bullying, harassment or discrimination.  

 
• Every child and adult at risk has the right to be protected from 

harm, neglect exploitation and abuse.  
 

• All councilors, employees and volunteers who work for or with the 
Council have a responsibility for protecting children and adults at 
risk from abuse and neglect and working in a way that promotes 
and supports their best interests.  

 
• The Authority will invest in preventative and early intervention 

services and endeavor to prevent situations arising where abuse, 
neglect or harm may occur.  

3. Carmarthenshire County Council’s Recruitment and Selection Policy 
aims to ensure that internal and external appointments to posts at all 
levels within the Authority are equitable, consistent and safe. 
Carmarthenshire County Council will ensure our workforce comprises of 
employees with the knowledge, skills, experience and attributes which 
maximise the performance of the Council’s activities, ensuring best 
value services to the community of Carmarthenshire. 
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Scope 

4. This policy applies to all adults who have contact with children, young 
people, and adults at risk through their work, whether in paid or 
voluntary capacity. It applies to permanent, temporary and agency 
staff, including those recruited from overseas. It also applies to staff who 
do not have direct responsibility for children and adults at risk, but who 
will have contact with children and adults at risk and will be seen as 
safe and trustworthy and/or have access to confidential and sensitive 
information for example, administrative staff, receptionists, caretakers, 
catering, cleaning and maintenance staff.   

5. The principles of safer recruitment will be included in any contract or 
service level agreement drawn up between the Council and 
contractors or agencies that provide services for, or staff to work with 
children and adults at risk. It will be a requirement that these 
organisations must be able to demonstrate that they have safer 
recruitment procedures in place. All service level agreements and 
contracts will contain reference to the Corporate Safeguarding Policy 
and the standards expected of working on behalf of the Council. 

Policy Statement 

6. Safeguarding and protecting children and adults at risk is a high priority 
for Carmarthenshire County Council and ensuring that there are robust 
arrangements and procedures in place. This includes implementing 
safe recruitment procedures and practices. 

7. The aims of this policy are: 

• To deter unsuitable applicants from applying for roles working with 
children and adults at risk. 

• To identify and reject applicants who are unsuitable to work with 
children and adults at risk. 

• To respond to concerns about the suitability of applicants during the 
recruitment process. 

• To ensure that all candidates are treated fairly, consistently and in 
compliance with all relevant legislation. 

• To respond to concerns about the suitability of employees and 
volunteers once they have begun their role. 
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• To ensure all new staff and volunteers participate in an induction 
which includes safeguarding appropriate to their role. 

• To ensure that managers, relevant staff and councillors involved in 
recruitment are trained in safer recruitment and understand their 
responsibilities under this policy. 

• To minimise the possibility of children and adults at risk suffering harm 
from those in a position of trust. 

8. The Council will not employ anyone to work with children or adults at 
risk where there is any reasonable doubt about their suitability for the 
role. 

Roles and Responsibilities 

9. Ensuring the effectiveness of safer recruitment and selection 
procedures is the responsibility of the employing department, with 
support and advice from the People Services team.  

 
10. It is the responsibility of Directors, Heads of Service and senior managers 

to ensure that the department is operating safer recruitment 
procedures and to monitor contractors and agencies compliance with 
safer recruitment procedures and standards. 

 
11. Anyone who is directly involved in the recruitment process, i.e. 

shortlisting, interviews and assessments, must “declare an interest” if 
they have a close personal association or relationship with any of the 
candidates. Please refer to the Employee Code of Conduct and Close 
Personal Associations and Relationships guidance.  

 
12. Where appropriate and where there may be a perception of a conflict 

of interest, another suitably experienced manager may have to stand 
in to ensure independence and transparency.  

 
13. Due to the size and diversity of the Council, the recruitment and 

selection of employees will be the responsibility of recruiting managers 
at several levels across the organisation. Managers involved in the 
recruitment and selection of staff which have contact with children, 
young people and adults at risk are responsible for familiarising 
themselves with, and complying with, the provisions of this policy. 

 
14. Safer recruitment training is a mandatory requirement for recruiting 

managers. A minimum of one selection panel member must have 
attended this training. Please contact the Organisational Development 
Team for further information.  
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15. The Corporate Safeguarding Group is responsible for ensuring that 
there are safer recruitment procedures in place and monitoring 
compliance with them. 

16. The Designated Officers for Safeguarding (DOS) are responsible for 
managing all allegations made against staff and volunteers who work 
with children and adults at risk within their area.  
Carmarthenshire County Council has two designated officers: 

 
Rebecca Robertshaw, DOS for Children and Young People 
childprotection@carmarthenshire.gov.uk  
Cathy Richards, DOS for Adults at Risk 
SCHAdultSafeguarding@carmarthenshire.gov.uk  

 

Context 

17. This Safer Recruitment Policy supports the over-arching Corporate 
Safeguarding Policy.  

18. This policy works alongside other Council policies and guidance 
including: 

• Recruitment and Selection policy 
• Equality and Diversity policy 
• Disclosure and Barring Service Checks and Self Disclosures – 

Guidance for Managers (REVISED) 
• Employment References- Guidance (REVISED)  
• Probationary policy 
• Whistleblowing policy 
• Shortlist guidance 
• Officers’ Code of Conduct 
• Behavioural Standards in the Workplace guidance 
• Close Personal Associations: Relationships at Work guidance 
• Recruitment of Ex-Offenders policy (NEW)  

 
19. This policy takes account of:  

• Social Care Wales: Code of Practise for Social Care Workers, and 
Guidance for Registered Workers 
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• Education Workforce Council: Code of Professional Conduct and 
Practise 

• Social Care Wales: All Wales Induction Framework 
 

20. The legislation and national guidance that support this policy statement 
are:  
 
• Social Services and Well-being (Wales) Act 2014 
• Working Together to Safeguard People statutory guidance 
• Children Act 1989 and 2004 
• Rehabilitation of Offenders Act 1974 and Rehabilitation of Offenders 

(Exceptions Order) Act 1975, as amended 2013 and 2020 
• Police Act 1997, Part 5  
• Safeguarding Vulnerable Groups Act 2006 
• Protection of Freedoms Act 2012 
• Education Act 2002 
• Data Protection Act 2018 
• Welsh Government guidance, Keeping Learners Safe, 2020 

21. This policy statement links to the Wales Safeguarding Procedures  for 
children and adults at risk of abuse and neglect.  
Specifically, Section 5: Safeguarding allegations / concerns about 
Practitioners and those in Positions of Trust. 
 

22. In particular, the Children Act 2004 requires local authorities to have in 
place arrangements that reflect the importance of safeguarding and 
promoting the welfare of children, including: 

• Safe recruitment practices and ongoing safe working practices for 
individuals whom the organisation or agency permit to work 
regularly with children, including policies on when to obtain a 
criminal record check; 

• Appropriate supervision and support for staff, including undertaking 
safeguarding training; 

• Creating a culture of safety, equality and protection within the 
services they provide. 

In addition, 

• Ensuring that their staff are competent to carry out their 
responsibilities for safeguarding and promoting the welfare of 
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children and creating an environment where staff feel able to raise 
concerns and feel supported in their safeguarding role; 

• Staff should be given a mandatory induction, which includes 
familiarisation with child protection responsibilities and the 
procedures to be followed if anyone has any concerns about a 
child’s safety or welfare; 

• All practitioners should have regular reviews of their own practice to 
ensure they have knowledge, skills and expertise that improve over 
time. 

 

PART 2: Safer Recruitment Procedures 
 

23. Safer recruitment procedures support the policy aims by ensuring that 
there is a consistent and thorough process of obtaining, collating, 
analysing, and evaluating information from and about candidates to 
ensure that all persons appointed are suitable to work with children 
and/or adults at risk. 
 

24. Job Profile 

When a post becomes vacant, or a new post is created, the job profile 
needs to be reviewed to ensure compliance with this policy. 

The Job Profile cover should state: 

“Safeguarding is everyone's business. All Council employees have a 
responsibility for protecting children and adults at risk from abuse and 
neglect and working in a way that promotes and supports their best 
interests.” 
 

The job profile should clearly state: 

• The safeguarding requirements and responsibilities of the role, such 
as the extent of contact or responsibility for children and adults at 
risk. 

• The individual’s responsibility for promoting and safeguarding the 
welfare of the children and adults at risk they are responsible for or 
will come into contact with. 

• The requirements needed to perform the role in relation to working 
with children and adults at risk. 

• The competencies, values, and qualities that the successful 
candidate should be able to demonstrate  

Page 42



Page 8 of 21 
 

• The type of DBS check that will be requested for the role (if required) 
and the justification for requesting this type of DBS check. 
 

25. Information for Candidates 

When advertising job vacancies, the following information will be provided 
to applicants: 

• The Council’s commitment to safeguarding and promoting the well-
being of children and adults at risk 

• The Job Profile 

• That appropriate pre-employment vetting, including DBS checks and 
proof of identity, will be undertaken 

• A statement that it is an offence to apply for the role if an applicant is 
barred from engaging in regulated activity relevant to children or 
adults at risk (where the role involves this type of regulated activity) 

• A link to the Corporate Safeguarding policy and other relevant 
policies. 

• Relevant information about the Authority and/or service area and 
relevant aspects of employment such as induction, training, 
supervision, career development, employee support. 

 

26. Application Form 
The Council requires job applicants to complete a standard application 
form via its online recruitment process. Curriculum vitae will not be 
accepted. This provides a consistent basis from which to shortlist and 
make recruitment decisions. Adjustments to this process may be allowed 
in certain circumstances e.g. where the applicant requires an alternative 
format due to disability. 

In the case of job roles working with children or adults at risk, there is a risk 
that a CV will only contain the information an applicant wishes to present 
and may omit relevant information. 

The application form should obtain the following information: 

• Identifying details of the applicant including current and former names, 
current address and National Insurance Number; 

• N.B. To comply with the Equality Act 2010, date of birth is not included 
on the main application form, but is included in the diversity monitoring 
form, which can be retained by HR/Personnel and not made available 
to those involved in the short-listing process; 

• Academic and/ or vocational qualifications with details of awarding 
body and date of award; 
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• A full history in chronological order since leaving secondary education, 
including periods of any post-secondary education/training and part-
time and voluntary work as well as full time employment, with start 
dates, explanations for periods not in employment or 
education/training and reasons for leaving employment; 

• Details of referees, one of which should be the applicant's current or 
most recent employer/line manager. References will not be accepted 
from relatives or friends. 

o Where an applicant is not currently working with children or 
adults at risk, but has done so in the past, it is important that a 
reference is also obtained from that person / organisation and 
reason for leaving in addition to the current or most recent 
employer; 

• A statement of the skills and abilities, and competencies/experience 
that the applicant believes are relevant to their suitability for the post 
and how they meet the job profile; 

• Information will be requested about any previous - including spent - 
convictions, cautions, reprimands, warnings or bind-overs. 

 

27. Shortlisting and Interviewing Panel 
The shortlisting process will usually involve 3 people, but at least 2 people. 
Consideration should be given to representing diversity within the panel.  
The same selection panel should short list and interview the candidate. 
Please note that shortlisting should not be delegated to one panel 
member; it is important that all panel members are involved. 

At least one member of the panel should have undertaken safer 
recruitment training. 

The members of the panel will: 

• Have the necessary authority to make decisions about the 
appointment; 

• Declare an interest if they have a close association or relationship with 
any candidate and excuse themselves from the panel if appropriate; 

• Meet before the interview to agree their assessment criteria in 
accordance with the job profile and to prepare a list of questions they 
will ask all candidates relating to the requirements of the post; 

• Identity any issues they wish to explore with each candidate based on 
the information provided in their application form and in the references 
(if received prior to the interview; 
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• Notes of the applicant’s interview answers should be collated by the 
chair of the panel and stored for 6 months. 

 

All application forms should be scrutinised to check: 

• They are fully and properly completed. Incomplete applications should 
not be accepted;  

• The information is consistent and does not contain any discrepancies; 

• Gaps in employment or training and reasons given for them 

• History of repeated changes of employment without any clear career 
or salary progression or a mid-career move from a permanent to 
temporary post and reasons given. 

 

The panel will: 

• Consider any inconsistencies, discrepancies or gaps in employment 
and reasons given for them 

• Explore all potential concerns 

 

Candidates will be asked to complete a self-declaration of their criminal 
record or any information that may make them unsuitable to work with 
children or adults at risk. This information will not be shared with the 
Interviewing panel until they have selected the preferred candidate.  

However, we would welcome candidates who wish to share any relevant 
information contacting the Manager directly for an informal, open 
discussion at an earlier stage, should they wish to do so. 

We appreciate that 27% of working age adults in the UK have a criminal 
record and any information shared will be treated sensitively and fairly.   

 

28. Interview 

Candidates should bring the following documentation to the interview:  

• Evidence of their right to work in the UK, as prescribed by the Home 
Office.  
 

• Evidence of their identity, such as:  
o a current driving licence OR 
o a current passport OR  
o a full birth certificate. 
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Note: Some form of photographic ID must be seen. 

AND 

o a document such as a utility bill or financial statement (less 
than 3 months old) that shows the candidate's current name 
and address  

AND 

o where appropriate, change of name documentation, such as 
a marriage certificate. 
 

• Certificates confirming educational and professional qualifications. 
If this is not possible, written confirmation must be obtained from the 
awarding body.  
 

• Documentation of registration with a professional body (if 
appropriate).  

A copy of the documents used to verify the successful candidate's identity 
and qualifications must be kept for the personnel file. 

 

29. Scope of the Interview 

The panel will: 

• Assess the merits of each candidate against the job profile, and 
explore their suitability to work with children and adults at risk 

• Emphasise to the candidate that the identity of the successful 
candidate will be checked thoroughly. Also, that a Disclosure and 
Barring Service check will be required as part of the vetting process. 

• Record all information considered and decisions made 

In addition to assessing and evaluating the applicant’s suitability for the 
post, the panel should explore: 

• The candidate’s attitude towards children or adults at risk; 
• Their ability to support the organisation’s agenda for safeguarding 

and promoting the welfare of children and adults at risk; 
• Any gaps in employment, or where the candidate has changed 

employment or location frequently, and ask candidates to explain 
this  

• Concerns or discrepancies arising from the information provided by 
the candidate and/or referee; 
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• Whether the candidate wishes to declare anything relating to the 
requirement for a Disclosure and Barring Service check. 

The interview should also explore issues relating to safeguarding, including: 

• Motivation to work with children or adults at risk; 
• Ability to form and maintain appropriate relationships and personal 

boundaries; 
• Emotional resilience in working with challenging behaviours; 
• Attitudes to use of authority. 

 

30. Participation of children, young people, and adults at risk 

Children, young people and adults at risk can make a valuable 
contribution to the recruitment process and their participation should be 
considered for key strategic and managerial posts as well as for posts 
where staff will have a high level of responsibility for personal care e.g. 
residential staff. 

The following considerations should be taken into account in planning the 
involvement of children, young people and adults at risk: 

• Clarification of the role they will take in the process, how their views will 
be taken into account in selection and what weighting these will be 
given; 

• Preparation and/or training for the role they will be taking; 

• Process for debriefing them on the outcome. 

 

31. Pre-employment vetting checks 
All offers of appointment will be conditional until satisfactory completion 
of the necessary pre-employment checks.  

The Recruiting Manager will: 

• Verify the candidate’s identity 

• Verify their professional qualifications, as appropriate to the role 

 

The Recruitment Team will: 

• Check the candidate’s identity documents are appropriate 
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• Verify their right to work in the UK. (See GOV.UK website for 
information on how to check a candidate is allowed to work in the 
UK) 

• Obtain a Disclosure and Barring Service Disclosure at the appropriate 
level (unless the Disclosure and Barring Service Update 
Service applies). Inform the (See Disclosure and Barring Service 
Checks Guidance. 

• Verify their mental and physical fitness to carry out their work 
responsibilities has been assessed by Occupational Health, if 
appropriate. 

• Verification of professional status/registration where required, 
i.e. Social Care Wales, Education Workforce Council, Health & Care 
Professions Council. 

• Receive written references, where possible confirmed by telephone. 
Specific questions relating to safeguarding allegations or concerns 
and their suitability to work with children and adults at risk are 
included in the Request for Reference template.                                
(See Employment References Guidance.) 

• Check if the applicant has previously worked for the Authority and 
the reason for leaving.  

• Carry out further additional checks, as appropriate, on candidates 
who have lived or worked outside of the UK. These could include, 
where available:  

o Criminal records check: see GOV.UK - Criminal records checks for 
overseas applicants.   

o For teaching positions: obtaining a letter from the professional 
regulating authority in the country where the applicant has 
worked, confirming that they have not imposed any sanctions or 
restrictions on that person, and/or are aware of any reason why 
that person may be unsuitable to teach 

 

 If any Safeguarding concerns are revealed by these checks, the 
Recruiting Manager and the HR Adviser will be informed and will be 
required to undertake a risk assessment. 

 (For further information, see Disclosure and Barring Service (DBS) Checks 
and Self-Disclosures Guidance for Managers). 

 

All checks should be: 

• Confirmed in writing; 
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• Documented and retained on the personnel file (subject to restrictions 
on the retention of information imposed by Disclosure and Barring 
Service regulations);  

• Followed up with the candidate where they are unsatisfactory or 
where there are discrepancies in the information provided. 

The following information will be reported to the Police and/or the 
Disclosure and Barring Service: 

• The candidate is found to be on the Barred Lists, or the Disclosure and 
Barring Service check shows that they have been disqualified from 
working with children or adults at risk by a Court; 

• The candidate has provided false information in, or in support of, their 
application; 

• There are serious concerns about an applicant’s suitability to work with 
children or adult at risk. 

Anyone who is barred from work with children or adults at risk is 
committing an offence if they apply for, offer to do, accept or do any 
work which constitutes regulated activity. It is also an offence for an 
employer knowingly to offer work in a regulated position, or to procure 
work in a regulated position for an individual who is disqualified from 
working with children or adults at risk or fail to remove such an individual 
from such work. 

 

32. Employment of Ex-Offenders 

Employers must make a judgement about suitability, taking into account 
only those offences which may be relevant to the post in question. In 
deciding the relevance the following should be considered: 

• The nature of the appointment; 

• The nature of the offence; 

• The age at which the offence took place; 

• The frequency of the offence. 

For further information, see Recruitment of Ex-Offenders Policy (insert 
hyperlink). 
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33.  Employment Agency Staff and Contractors 

For all agency staff or contractor staff who are working in regulated 
activity or whose work provides them with an opportunity for regular 
contact with children or adults at risk, written confirmation should be 
obtained from the agency or contractor that the appropriate checks 
have been undertaken, using the template in Appendix 2. This template 
requires the agency to provide signed confirmation against each pre-
employment check. 

Agency staff or contractors who have not had the required checks will not 
be allowed to work unsupervised or engage in regulated activity under 
any circumstances.  

The identity of the staff presenting themselves for work must be checked 
to ensure that they are the same person on whom the checks have been 
made. This identity check should be recorded on the template. 

Managers who are seeking to appoint agency social workers or 
consultants in Adult Services or Children’s Services must follow the    
Agency Social Work - Recruitment and Monitoring Process (Appendix 3). 

 

34. Staff Records 

For each member of staff appointed, a record should be kept to show: 

• Written references obtained and confirmed by telephone; 

• Gaps in employment history checked; 

• A satisfactory Disclosure and Barring Service / Enhanced Disclosure and 
Barring Service certificate obtained, with unique reference number 
and date; 

• Reasons/decision to appoint despite criminal convictions (i.e. a Risk 
Assessment); 

• Evidence of proof of identity (this will have been provided for the 
Disclosure and Barring Service check); 

• Evidence of qualifications; 

• Details of registration with appropriate professional body; 

• Confirmation of right to work in UK; 
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• Record of interview questions and candidate’s answers to be kept for 
the duration of the individual’s probationary period, and then can be 
destroyed. 

Records should be signed and dated by the appointing manager. 

 

35. Induction in relation to Safeguarding 

There should be an induction programme for all staff and volunteers. 
The purpose of the induction is to: 

• Provide training and information about the organisation’s safeguarding 
and child protection policies and procedures. This training should be at 
a level appropriate to the member of staff role and responsibilities with 
regard to children; 

• Support individuals in a way that is appropriate for their role; 

• Confirm the conduct expected of staff; 

• Provide opportunities for a new member of staff or volunteer to discuss 
any issues or concerns about their role or responsibilities; 

• Enable the line manager or mentor to recognise any concerns or issues 
about the person’s ability or suitability at the outset and address them 
immediately; 

• Ensure that the person receives written statements of: 

o Policies and procedures in relation to safeguarding; 

o The identity and responsibilities of staff with designated 
safeguarding responsibilities; 

o Safe practice and the standards of conduct and behaviour 
expected; 

o Other relevant personnel procedures e.g. whistle blowing, 
disciplinary procedures.  

• Verify successful completion of the All Wales Induction Framework 
where appropriate.  

 

36. Probationary period 

All new appointees will be subject to the completion of a satisfactory 
probationary period as allowed for in the contract of employment, for 
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example, the first six months of employment up to a maximum of 12 
months (unless extended in exceptional circumstances). Newly qualified 
Social workers are subject to a probationary period of 12 months. 

The recruiting manager must implement the Managing Probationary 
Employees Policy from the date of commencement.  

 

37. Existing staff 
In certain circumstances, all the relevant checks on existing staff will be 
carried out as if the individual was a new member of staff. These 
circumstances are when: 

• There are concerns about an existing member of staff’s suitability to 
work with children or adults at risk; or  

• An individual moves from a post that is not working with children or 
adults at risk to one that is; or 

• An individual’s job duties have changed and they are now working 
with children or adults at risk; 

• There has been a break in service of 12 weeks or more; or 

• There has been a change in DBS guidance since the staff member was 
appointed, or the DBS guidance was not followed correctly at the time 
of their appointment. 

 
38. Ensuring Equality of Treatment 
All employees are required to adopt a positive, open and fair approach 
and ensure the Authority’s Equality and Diversity policy is adhered to and 
applied consistently to all irrespective of race, colour, nationality, ethnic or 
national origins, disability, religion and belief or non-belief, age, sex, 
gender reassignment, gender identity and gender expression, sexual 
orientation, pregnancy or maternity, marital or civil partnership status. 

In addition, the Welsh Language Standards ask us to ‘ensure that the 
Welsh language is treated no less favourably than the English language’ 
and this principle should be adopted in the application of this policy. If 
you have any equality or diversity concerns in relation to the application 
of this policy and procedure, please contact a member of the HR team 
who will, if necessary, ensure the policy / procedure is reviewed 
accordingly. 

If you require this publication in an alternative format, 
please contact CEDuty@carmarthenshire.gov.uk  
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Appendix 1: What is Regulated Activity? 

 

Regulated activity is work that a barred person must not do. 

For further information on Regulated Activity with Children, refer to: 
Department for Education Regulated Activity Children  

 

For further information on Regulated Activity with Adults, refer to:    
Department of Health Regulated Activity Adults 

 

There is also detailed guidance on Regulated Activity included in the 
Disclosure and Barring Service (DBS) Checks and Self-Disclosures Guidance 
for Managers (insert hyperlink). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Page 53

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550197/Regulated_activity_in_relation_to_children.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/216900/Regulated-Activity-Adults-Dec-2012.pdf


Page 19 of 21 
 

Appendix 2: Agency Workers Pre-Employment Checks 
TO BE COMPLETED BY THE AGENCY SUPPLYING THE STAFF 

Agency Name 
 

 

Name of Agency Administrator  
responsible for completing this form 

 

Telephone Number  
(to be used in the event of a query) 

 

Date of Submitting Form  
to Carmarthenshire County Council 

 

 

AGENCY WORKER’S PERSONAL DETAILS 

Full Name  

Date Of Birth  

Gender Pronouns to be used at work  

Contact Telephone Number  

 

RECORD OF PRE-EMPLOYMENT CHECKS 

Pre-Employment Check  
(appropriate to the role) 

Date of 
Check 

Checked by: 
(Signature) 

Satisfactory Result 
of Check: YES / NO 

Identity document – specify: 
 

   

Professional Qualifications – specify: 
 

   

Right to Work in UK    

Enhanced DBS Check with Barring List  
Tick relevant Workforce: 
- Child Workforce   ☐ 
- Adult Workforce ☐ 
- Child & Adult Workforce ☐ 

   

Health Assessment    

Professional Registration 
Tick relevant Registration Body: 
- Education Workforce Council ☐ 
- Social Care Wales ☐ 
- Health and Care Professions Council ☐ 
- Other (specify): 
  

   

Category of Professional Registration 
Tick relevant Category: 
- School Teacher ☐ 
- School Learning Support Worker ☐ 
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- Social Worker ☐ 
- Social Worker ☐ 
- Social Care Manager ☐ 
- Social Care Worker ☐ 
- Occupational therapist ☐ 
- Other (specify): 
 
Employment Reference 1    

Employment Reference 2    

Additional Checks on Workers who have 
lived or worked outside UK. 
Please specify checks carried out: 
 
 

   

 

TO BE COMPLETED BY THE MANAGER OR HEADTEACHER 

Form of Identity 
Checked  
(e.g. Passport, 
Photo Driving 
Licence) 

Date of 
Check 

Checked by: 
(Signature) 

Does the name 
and date of birth 
match the details 
provided by the 
agency on this 
form? YES / NO 

Does the 
photographic 
image resemble 
the person 
presenting for 
work? YES / NO 
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Appendix 3: Agency Social Workers Recruitment and Monitoring Process 

 

Agency worker recruitment process chart 16/12/22 – Rhys Page 

Agency Notification 
Form.docx  

Agency Notification Form 

Preparation

• the hiring manager will first:
•

• Identify need for agency staff
• compile or review job description and personal specification
• complete agency notification form (ANF) part one (Attached below) 

Price

• hiring manager to send the ANF to lead officer who will contact relevant/approved agencies for quotes (this might be replaced by 
framework/nps/approved supplier list?) - (Lead officr will be James Barrow - supported by Rosie Davies in the pilot)

• lead officer confirms funding with budget manager
• cost section of ANF (part 2) is then completed and returned to hiring manager

approval

• hiring manager completes part 3: all agency notification forms need approval from budget manager, head of service before 
proceeding to the next stage

recruitment

• the lead officer will collate CV's and send to hiring manager
• Hiring manager will shortlist and notify the lead officer of suitable dates for interviews
• interviews carried out by appropriate method decided by hiring manager

background checks 
and qualifications

• lead officer notified of preferred candidate
• lead officer will carry out appropriate background and identity checks and verify qualifications
• lead officer will collate and share with hiring manager

onboarding

• hiring manager determine suitable start date
• appropriate induction, including the provision of IT equipment, to be arranged by the hiring manager.

monitoring

• lead officer to monitor the contract at set intervals (12 week contract review)
• contract extensions to be requested by the hiring manager and approved by head of service and director
• supervision and performance to be monitored via line manager/hiring manager
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SECTION 1: OVERVIEW 
 
 
1. Introduction 
 
This document aims to provide practical guidance for managers on their 
responsibilities when they are: 
  

• Recruiting into a post (paid or unpaid) that may be eligible for a 
Disclosure and Barring Service (DBS) check 

• Receiving a disclosure which could affect an individual’s suitability for a 
post 

• Dealing with a situation involving a person who carries out regulated 
activity when you believe that they have caused harm or pose a future 
risk of harm to children or adults at risk. 

 
This Guidance should be read in conjunction with the following policies: 
 

• Safer Recruitment Policy (draft) 
(insert hyperlink) 

• Recruitment of Ex-offenders Policy (draft) 
(insert hyperlink) 

• Recruitment & Selection Policy  
http://intranet/our-people/hr/recruitment/  

• Disciplinary Policy 
http://intranet/our-people/hr/employee-relations/disciplinary/  

• Investigation Policy 
http://intranet/our-people/hr/employee-relations/investigations/  

• Wales Safeguarding Procedures 
https://www.safeguarding.wales/en/  
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2. The Disclosure and Barring Service (DBS)  

The DBS provides a facility for organisations to make safer recruitment 
decisions via a check against different types of information such as criminal 
and police records and information held on the barred list for children and 
adults.  
 
Employers are allowed to ask for information in relation to a person’s history 
under the Exceptions Order to the Rehabilitation of Offenders Act (ROA) 1974 
(as amended) in certain circumstances including where employees work in a 
regulated activity. Checks can only be requested where it is proportionate 
and relevant to the role or where it is required by statute.  
 
The Council is a Registered Body with the DBS and the People Services 
recruitment team provides a service for the appropriate check to be 
requested to the DBS in accordance with the scope of this Policy. To do so, 
the Council must comply with the DBS Code of Practice.  
 
DBS Code of Practice  
 
Under this Code of Practice, the Council must ensure that, before allowing a 
DBS check application to be submitted, they have assessed the role to be 
eligible under current legislation, correctly applied the right level of check, 
and correctly requested the appropriate barring list information. 
 
The Council is a regulated activity provider. This brings obligations under the 
Safeguarding Vulnerable Groups Act 2006, including a legal duty to refer an 
individual to DBS when it is believed that a person has caused harm or poses 
a future risk of harm to children or adults at risk. 
 
An employer is breaking the law if they knowingly employ someone in a 
regulated activity with a group from which they are barred from working.  
A barred person is breaking the law if they seek, offer or engage in regulated 
activity with a group from which they are barred from working. 
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3. Types of DBS Checks 

There are 4 types of DBS checks which the Council may request. 
Basic Disclosure 
Shows unspent convictions and conditional cautions only. Any post is eligible 
for this type of check if it is deemed proportionate and relevant for the role.  
 
Standard Disclosure  
Shows spent and unspent convictions, cautions, reprimands, and final 
warnings.  
 
Enhanced Disclosure  
Shows the same as a standard check plus any information held by local 
police that is considered relevant to the role.  
 
Enhanced Disclosure with Barred Lists  
Shows the same as an enhanced check plus whether the applicant is on the 
list of people barred from working with these service users.  
 
 
4. Types of Workforces 
 
Applications for standard or enhanced DBS certificates must contain a 
workforce. 
 
For Enhanced Level Disclosure with Barred List certificates: 
Children’s workforce – provides access to a check of the Children’s barred list  

Adults’ workforce – provides access to a check of the Adults’ barred list  

Children’s and Adults’ workforce - provides access to a check of the 
Children’s and Adults’ barred lists. These are for roles which work with both 
children and adults at risk. 

Other workforce - provides access to a check of the Children’s and Adults’ 
barred lists. These are roles which don’t specifically relate to working with 
children and/or adults. For more information on the type of roles that fall 
under this category of workforce, please refer to Other workforce guide  
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5. Assessing if the Role is Eligible for a DBS Check 
 
Assessing if the job role is eligible for a DBS check can be complicated, but 
there are several sources of help to guide managers and counter-signatories. 
This section is to help you select the correct level of check and barring list (if 
appropriate).  
 
Please refer to Appendix 1: Establishing DBS Eligibility form 
You should complete this form to record the reason for selecting the type of 
DBS check and workforce for the job role. 
 
Sources of guidance are as follows: 

• DBS Eligibility Tool 
• DBS Guidance Leaflets 
• DBS Eligibility Guidance – this is the full guidance 

 
 
5.1 DBS Eligibility Tool. DBS has made an online eligibility tool available 

which covers most, but not all, job roles.  
Here is the link: DBS Eligibility Tool  

This tool does not cover all roles currently. If the role is not covered, 
seek guidance from the People Services Recruitment team/ HR Adviser. 

 
 
5.2 DBS Guidance Leaflets. DBS has published a range of guidance leaflets, 

which cover various areas of work. 
 

DBS Checks in Sport – Working with Children 
DBS_Checks_in_Sports_-_Working_with_Children.pdf 
(publishing.service.gov.uk) 
 
DBS Checks in Sport – Working with Adults 
DBS_Checks_in_Sports_-_Working_with_Adults.pdf 
(publishing.service.gov.uk) 

 
 

Children’s Social Care Providers 
DBS guidance for children's social care providers and managers 
(www.gov.uk) 

 
Regulated Activity Working with Children 
Regulated_Activity_with_Children_in_Wales.pdf 
(publishing.service.gov.uk) 

 
Adult Social Care 
Social_care_roles_for_adults.pdf (publishing.service.gov.uk) 
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Regulated Activity Working with Adults 
Regulated_Activity_with_Adults_in_Wales.pdf 
(publishing.service.gov.uk) 

 
Note: If you think that a job role might be in Regulated Activity, please 
also read Section 6 “What is Regulated Activity?” 

 
School Governors and Elected Councillors 
A_Guide_to_School_Governor_and_Elected_Councillor_Roles_in_Wales
.pdf (publishing.service.gov.uk) 
School_Governor_Councillor_roles_Cymraeg.pdf 
(publishing.service.gov.uk) 

 
All these guidance documents (and others) can be found here: 
DBS guidance leaflets - GOV.UK (www.gov.uk) 

 
 

5.3 DBS Full Eligibility Guidance. The full guidance is available on the DBS 
website, which includes the legislative wording. As this is not very user-
friendly, it is recommended that you use the other sources of guidance 
first, and then use the full guidance to check and confirm that you are 
selecting the correct type of DBS check.  
Here is the link: DBS Eligibility Guidance 

For Standard DBS checks, please refer to the  
Eligibility guidance for standard DBS checks  

For Enhanced DBS checks and Enhanced DBS checks with Barred Lists, 
please refer to the Eligibility guidance for enhanced DBS checks  

 
If you are still unsure about whether a post requires a DBS check, or the level 
of check required, please contact the People Services Recruitment Team / 
your HR Adviser to discuss. 
 
 
Home Based Checks 
For roles that take place in the applicant’s own home, the DBS application 
form should answer ‘Yes’ to the question ‘Does this position involve working 
with children or adults at the applicant’s home address?’. This allows a home-
based check to be carried out. This means that the police will consider 
disclosing any relevant information held not only about the applicant, but 
also on any other person who is associated with the address that the 
applicant will be working from. This does not apply if the applicant is travelling 
to someone else’s home to carry out regulated activity. 
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6. What is Regulated Activity? 

Regulated activity is work that a barred person must not do.  
 
There are 5 aspects you will need to think about: 

 
 
Regulated activity can be summarised as follows: 
 
6.1 Regulated Activity – Children  
 
Definitions: 

Children are usually under 18 years old, but not if the activity is in relation to 
the child's paid or unpaid employment, and they are 16 or 17 years old.  
 
Supervision of a worker means day to day supervision. 

Regular means carried out by the same person on a frequent basis – on more 
than 3 days in a 30-day period or ever working overnight (between 2am and 
6am) where there may be face-to-face contact with children. 

To establish whether or not an individual is engaging in regulated activity with 
children, you have to take into consideration three factors: 

• the role - what activity a person carries out, how often the person does 
it and whether they are supervised  

• the setting - where the role takes place and how often the person will 
work there 
 

 
Regulated activity refers to the following unsupervised activities. 
These activities must be carried out regularly (i.e., on a frequent basis as 
defined above). 

There are NINE categories that define Regulated Activity with Children. 

 

Who 
is the 
service 
provided 
for

What 
the role 
involves

How 
often 

is the role 
performed

When
you need to 
consider if 
the work is 
supervised

Where
the role is 
performed
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The first FOUR activities must be carried out regularly: 

1. Teaching, training, instructing, caring for or supervising children, or  

2. Providing advice or guidance on physical, emotional or educational 
wellbeing, or  

3. Driving a vehicle solely for children. 

4. Moderating a website wholly or mainly for children 

 
The following TWO activities are classed as regular, even if the activity is only 
carried out once: 
 

5. Health care, which is provided by, or under the direction of, a 
regulated health care professional, or  

6. Personal care for children, such as assisting with washing and dressing. 

 

There are no frequency conditions placed on the following THREE activities: 

7. Registering to be a foster carer 
8. Registering to be a childminder or childcare provider 
9. Specified positions in Wales. These are mainly inspection functions. 

 
If someone does not meet regulated activity because of what they do, they 
may meet it because of where they work. 
 
Places of Regulated Activity 
The Safeguarding Vulnerable Groups Act 2006 identifies Schools and other 
specified settings as a place of Regulated Activity  
 
Other specified settings include: an educational institution for the full time 
education of children, a pupil referral unit, a provider of nursery education, a 
detention centre for children, a children’s home or home provided under the 
Children Act 1989, a children’s centre, a children’s hospital in Wales and 
relevant childcare premises. 
 
If the role meets the definition of regulated activity with children because it 
involves teaching, training or instructing children, or is providing any form of 
care for or supervision of children in a specified establishment and the period 
condition is met, then the organisation must consider the Department for 
Education (DfE) statutory supervision guidance. 
https://www.gov.uk/government/publications/supervision-of-activity-with-
children  
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If the role is undertaking one of the specified activities in a specified 
establishment, is voluntary and the organisation decides that the role is 
sufficiently supervised, then the volunteer is not in regulated activity with 
children and is eligible for an enhanced DBS certificate only. 
 
If that role working within the specified establishment is paid, then the 
individual will always be in regulated activity with children and eligible for an 
enhanced DBS with children’s barred list certificate. This is regardless of the 
level of supervision they are under. 
 
Ancillary roles in specified establishments (such as catering, cleaning or 
caretaking) must meet all four of the following criteria to be in regulated 
activity with children: 

• they work there on more than 3 days in a 30-day period or overnight 
between 2am and 6am with the opportunity for face-to-face contact 
with the children and  

• they have the opportunity, because of their job, to have contact with 
the children in the establishment and  

• they work there for the purpose of the establishment and  
• it is not temporary or occasional work, and it is not a supervised 

volunteer role. 
 
All individuals meeting these 4 criteria working within one of the specified 
settings must have an enhanced DBS with children’s barred list certificate.  
 
Schools must also comply with the Staffing Maintained Schools Wales 
Regulations 2005 and Staffing Maintained Schools (Miscellaneous 
Amendments) Wales Regulations 2007 in addition to the Safeguarding 
Vulnerable Groups Act. 
 
 
6.2 Regulated Activity – Adults  
 
Definitions: 

Adults are aged 18 and over.  

Personal care includes teaching, training, instructing, caring for or supervising 
adults, or providing advice/guidance on wellbeing.  

Supervision of a worker means day to day supervision. 

Regular means carried out by the same person on a frequent basis working 
with adults receiving care – once a week or more, on more than 3 days in a 
30-day period or ever working with adults receiving care overnight (between 
2am and 6am).  
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Unlike regulated activity with children, regulated activity with adults focuses 
on the specific activities that are provided to an adult that requires them, 
rather than the setting in which a specific activity is taking place. 

For example, any individual that provides personal care to an adult will be 
engaging in Regulated Activity irrespective of whether that occurs in a 
hospital, a care home, a prison or in the person’s own home. 

There are EIGHT categories that define Regulated Activity with Adults: 

1. Health Care which is provided by or under the direction of a regulated 
health care professional to an adult, including palliative care, 
psychotherapy, and counselling. 

2. Providing Personal Care to an adult in the form of feeding, washing, 
dressing, toileting, oral care or care of the skin, hair *, or nails* because 
of the adult’s age, illness or disability. This includes prompting and then 
supervising an adult who because of their age, disability or illness 
cannot make the decision to eat or drink, go to the toilet, wash or 
bathe, get dressed or care for their mouth, skin, hair or nails without 
prompting and supervision. It also includes training, instructing or 
providing advice or guidance which relates to eating or drinking, going 
to the toilet, washing or bathing, dressing, oral care or care of the skin, 
hair or nails. 

3. Providing Social Work to an adult in connection with assessing or 
reviewing the need of health or social care services and providing 
ongoing support to clients. 

4. Drivers or assistants who transport adults because of their age, illness, or 
disability, to and from health care, personal care or social work 
activities, appointments, etc.  

5. Assisting an adult in the conduct of their own affairs, where: a lasting 
power of attorney is created; an enduring power of attorney is 
registered or applied for; the Court of Protection has made an order in 
relation to the making of decisions on the adult’s behalf; an 
independent mental health or mental capacity advocate is 
appointed; independent advocacy services are provided; a 
representative is appointed to receive benefits payments on the 
adult’s behalf.  

6. Assisting an adult with general household matters such as managing 
cash, paying bills or shopping on their behalf, where it is required 
because of their age, illness, or disability. 

7. Day to day management or supervision of anyone carrying out the 
above activities. 

8. Specified positions in Wales. These are mainly inspection functions. 
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* There are exceptions to this. Excluded from regulated activity is any physical 
assistance provided to an adult in relation to the care of their hair or nails 
when that assistance is not related to their age, illness or disability.  
For example, a hairdresser who cut the hair of residents in care homes is not 
engaging in regulated activity.  
 
For example, a beauty therapist who attends a day care centre and 
provides manicures for anyone who would like one, instead of for people 
who need them because of their age, illness or disability, is not engaging in 
regulated activity. 
 
 
7. Re-checking existing staff  
 
The Authority will check existing staff where required to do so, for example in 
the following circumstances: 
 

• To maintain the registration requirements of regulatory or professional 
bodies such as Social Care Wales (SCW), Education Workforce Council 
(EWC) and Health and Care Professionals Council (HCPC); 

• To meet the statutory regulations for regulated services; 
• When staff change their job role (see section 10 below); 
• If there has been a change in the employee’s criminal record (see 

section 11 below). 
 

Employees may be required to sign up to the DBS Update Service to enable 
appropriate re-checks to be made.  
 
See Appendix 2:  Letter for Staff joining the Update Service 
 
Individuals who have changed their name by marriage, civil partnership or 
deed poll will be required to undergo a new DBS check at the next re-
checking date. 
 
 
7.1 All Staff who are subject to a DBS Check 
 
Employees are not required to disclose information about their criminal record 
unless asked to do so by their employer. 
 
All staff in roles subject to a DBS Check will be requested to make a Self-
Disclosure annually via MyView, at the same time as the annual Declaration of 
Gifts and Hospitality and Declaration of Interests is usually made in April. 
Managers must review the Declarations made by their staff and ensure that 
every member of the team has completed their Declarations. 
Note:  This facility will not be available until after April 2024. 
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See Appendix 3: Self-Disclosure Form 
 
7.2 Staff who are registered with Social Care Wales 
 
Those who work in posts which are required to be registered with Social Care 
Wales will be asked for an updated DBS disclosure in accordance with their 
re-registration requirements.  
 
A list of posts for which registration is a requirement may be found in this link: 
What is registration? | Social Care Wales 
 
Employees in roles which require re-checks may be expected to join and 
maintain a subscription with the DBS Update Service to allow for re-checks to 
be undertaken. The Council will not reimburse any costs associated with this.  
 
For staff who work in the following Regulated Services: 

• Care home services  
• Domiciliary support services  
• Secure accommodation services  
• Residential family centre services 
• Adult placement services 
• Fostering services 

 
If the individual is registered with the DBS update service, the service provider 
must check the person’s DBS certificate status at least annually.  
 
If the individual is not registered with the DBS update service, the service 
provider must apply for a new DBS certificate within three years of the issue of 
the previous certificate. 
 
 
7.3 Staff who are registered with Education Workforce Council 
 
Posts which are required to be registered with Education Workforce Council 
may be found in this link: Applying for registration (ewc.wales) 
 
The DBS provides the EWC with regular updates on barred individuals. 
 
There is no legal requirement to re-check staff who work in regulated 
activity/settings including those who work in Schools unless there has been a 
break in service of more than 3 months.  
 
The School Governing Body is advised to adopt this policy.  In the absence of 
a locally adopted policy, the Council will apply this policy.  If the School’s 
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policy varies from this, they will be expected to pay any additional costs 
associated with it. 
 
 
7.4 Staff who are registered with Health and Care Professional 
Council 
 
Posts which are eligible to be registered with the HCPC may be found in this 
link: Are you eligible for registration? | HCPC 
 
Those who work in posts which are required to be registered with the HCPC 
will be asked to renew their registration every two years which includes a 
personal declaration.  
 
The personal declaration includes a statement that the person has not had 
any change relating to their good character (this includes any conviction or 
caution that they are required to disclose).  
 
In addition, registrants are required to immediately self-refer to HCPC if a 
conviction has resulted in a significant change to their good character. 
 
Further guidance from HCPC is provided at this link: 
https://www.hcpc-uk.org/resources/guidance/guidance-on-health-and-
character/  
 
 
 
8. DBS checks for non-employees 
 
8.1 Social Work Students and Student Teachers on placement 
 
Student teachers and Social work students should be checked by their 
University. Schools should seek written confirmation that checks have been 
carried out and by whom. Schools should then check the identity of the 
student on their arrival. 
 
8.2 Agency or Supply Staff  
 
The Agency is the employer of the workers it provides. It must therefore carry 
out the same level of checks as required by this Policy and the post 
assessment.  Service managers must ensure that the Agency provides written 
confirmation that DBS and all other pre-employment checks have been 
undertaken before the worker commences their placement.  Managers 
should also arrange to see the original DBS certificate on the first day the 
Agency worker commences work. 
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8.3 Contractors  
 
The organisation providing the service/contractors is the employer. It must 
therefore ensure that the appropriate DBS and pre-employment checks are 
undertaken. Contractors are required to comply with this Policy and this 
should be provided during the procurement process. Separate guidance is 
available from the Procurement Team. 
  
Note: The Passenger Transport Service coordinates DBS checks for its 
contractors.  
 
8.4 Volunteers  
 
The DBS define a volunteer as ‘a person who performs any activity which 
involves spending time, unpaid (except for travelling and other approved 
out-of-pocket expenses), doing something which aims to benefit someone 
(individuals or groups) other than or in addition to close relatives.’ 
  
The DBS does not charge for providing disclosures for volunteers but before 
submitting a request for a volunteer, you must be satisfied that they will not:  
 

• benefit financially from the position for which the application is being 
submitted  

• receive any payment (except for travel and other approved out-of-
pocket expenses)  

• be on a work placement  
• be in a trainee position or undertaking a course of study that will lead 

to a full-time role/qualification  
• be a paid foster carer or a member of a foster care household  

 
If your service contracts with other organisations who use volunteers then 
those organisations must follow this Policy /Guidance. 
 
8.5 Elected Members  
 
There is no general requirement for Elected Members to be DBS checked.  
 
Elected members are eligible for an enhanced DBS check without a barred 
list check in the child and/or adult workforce if they are appointed as a 
member of a committee or sub-committee involved in:  
 

• the delivery of services for children relating to education or social 
services; 

• the delivery of services for adults relating to social services. 
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If the councillor is an appointed member of one of these types of committees, 
the ‘Position Applied For’ field on a DBS application form would need to reflect 
this committee role, rather than indicate that the applicant is an elected 
councillor. 
 
 
8.6 Committee and Sub-committee Members  
 
Other individuals appointed as local authority committee and sub-committee 
members can be eligible to apply for an enhanced level DBS check without 
barred list in the child and/or adult workforce, if they are appointed as a 
member of a committee or sub-committee involved in:  
 

• the delivery of services for children relating to education or social 
services; 

• the delivery of services for adults relating to social services. 
 
If the individual is an appointed member of one of these types of committees, 
the ‘Position Applied For’ field on a DBS application form would need to reflect 
this committee role, rather than their job role. 
 
8.7 School Governors (including Clerks to Governing Bodies and co-opted 
committee members) 
 
Anyone holding any of the positions above is eligible to be asked to apply for 
an enhanced level DBS check without barred list in the child workforce.  
 
This was an amendment made in 2013 to the Police Act 1997 (Criminal 
Records) Regulations 2002, following changes to the definition of regulated 
activity by the Protection of Freedoms Act 2012, result in in these roles being no 
longer eligible for a barred list check. 
 
A_Guide_to_School_Governor_and_Elected_Councillor_Roles_in_Wales.pdf 
(publishing.service.gov.uk) 
 
Schools must decide whether their Governors should be asked to apply for a 
DBS check dependent upon their role. 
 
9. Counter signatories and Identity Verifiers  

It is the responsibility of every Counter signatory and Identity Verifier to:  
 

• Undertake all training required and provided in relation to their 
responsibilities  
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• Keep up to date with information and guidance provided by the 
Disclosure and Barring Service, the Council’s People Services or Legal 
teams, and any other relevant sources 

• Maintain full and accurate records where required 
• Seek advice if they are unsure about any area of responsibility in 

relation to DBS and pre-employment checking.   
 
 
SECTION 2: MANAGERS’ RESPONSIBILITIES 
 
 
10. Recruiting into a Post that may be eligible for a DBS check 

You should use the following guidance in conjunction with the Safer 
Recruitment policy and the Recruitment of Ex-Offenders policy. 
 
When you are recruiting to a vacant or new post, you should review / update 
the current Job Profile or write a new Job Profile.  
 
The Job Profile should clearly state: 
 
• The safeguarding requirements and responsibilities of the role, such as the 

extent of contact or responsibility for children and adults at risk. 
• The individual’s responsibility for promoting and safeguarding the welfare 

of the children and adults at risk that they are responsible for or will come 
into contact with. 

• The requirements needed to perform the role in relation to working with 
children and adults at risk. 

• The competencies, values, and qualities that the successful candidate 
should be able to demonstrate.  

• The type of DBS check that will be requested for the role (if any). 

The Recruiting Manager and the Counter-Signatory are responsible for making 
sure the job role is eligible for the DBS check requested.   
 
DBS Checks can only be requested after a conditional job offer is made. 
 
Information supplied via the DBS checking process is confidential personal 
data and must not be relayed to anyone who is not entitled to see it. Any 
individual found to be in breach of this may be subject to disciplinary action.  
 
DBS disclosures are required for all new (to the Council) employees, agency 
workers and volunteers who are appointed to work in a post which requires a 
DBS check before commencing employment.  You should allow up to 4 weeks 
for a DBS check to be processed – build this into your recruitment plan to ensure 
that all checks can be completed before you require the employee to start. 
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New employee details will not be set up for HR and payroll purposes until all 
pre-employment checks, including DBS checks, are completed satisfactorily.  
Therefore, where a post has been identified as requiring a DBS check, the 
employee must not commence work until that DBS certificate has been 
received and assessed by People Services and the Recruiting Manager. 
 
 
If there are exceptional circumstances which you think may allow an 
employee, volunteer or agency worker to commence before DBS checks are 
completed, you should speak to your line manager and HR Business Partner 
BEFORE the employee commences.  This may include where an employee will 
not be working with children or vulnerable adults immediately eg to attend off 
the job training or where the employee will not be working unsupervised until 
the DBS check is received.  However, this is considered a last resort. 
 
Failure to complete the appropriate checks may put your service users and 
colleagues at risk.  Details of Recruiting Managers/Head Teachers who fail to 
comply with the DBS check requirements will be shared with the Corporate 
Safeguarding Group and a warning letter will be issued.  Any further non-
compliance will result in the Recruiting Manager/Head Teacher being asked 
to attend a formal meeting with the LADO and Director of Education and 
Childrens Services following which further steps including disciplinary action 
may be taken. 
 
For details of the full pre-employment check requirements please refer to the 
Pre-employment checks section of the Recruitment intranet page. 
 
If the prospective employee is registered with the DBS Update Service, the 
Recruiting Manager should check that they are able to produce the original 
DBS certificate and that the type of DBS check and the workforce stated on 
the certificate is valid for the job they have applied for.  
 
 
Current Council employees who are offered a new post which requires a DBS 
disclosure must be checked if:  
 
a) They have not previously undergone a DBS check; OR  
b) They have undergone a check, but their DBS certificate is more than three 
years old; OR  
c) The DBS certificate is three years old or less but is not valid for the post for 
which they have applied OR  
d) They hold the appropriate DBS certificate but are moving to a post which 
is significantly different to their current post, e.g., driver to teaching assistant 
OR 
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e) They have changed their name by marriage, civil partnership, or deed poll 
since their last DBS check.  
 
Sensitive Applications 
DBS offers a confidential checking service for transgender applicants which 
gives them the choice not to have any gender or name information 
disclosed on their DBS certificate that could reveal their previous gender 
identity. The applicant should contact the Sensitive Applications team on 
0300 106 1452 or via email sensitive@dbs.gov.uk  
 
 
 
Employing People from Overseas or Refugees in Social Care 
 
The following web links provide useful guidance for managers recruiting staff 
from overseas or dealing with applications from refugees. 
https://gov.wales/employing-people-ukraine-and-refugees-social-care-
resource-providers  
  
https://www.local.gov.uk/our-support/sector-support-offer/care-and-health-
improvement/adult-social-care-workforce/overseas-recruitment 
 
https://www.skillsforcare.org.uk/Recruitment-support/Attracting-
people/International-recruitment.aspx  
 
 
Applicants who have worked or resided overseas for six months or more in the 
previous five years (excluding members of UK armed forces and their families) 
will be advised to seek certificates at their own cost from the relevant countries 
in accordance with the relevant DBS Guidance.  
 
Criminal records checks for overseas applicants - GOV.UK (www.gov.uk) 
 
 
11. What to do if a conviction is disclosed which may affect the 
person’s suitability for the post  
 
Managers may receive disclosures containing previous convictions and/or 
cautions, or other information concerning the person’s suitability for the post, 
in the following circumstances: 
 

• Job applicants or Volunteers (who have been offered a post subject to 
satisfactory pre-employment checks). These could be internal or 
external applicants. 

• Existing employees who are the subject of periodic re-checking 
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• Existing employees who report a change in their criminal record or other 
information of concern 

• Ad hoc information about an employee or volunteer which is brought to 
the manager’s attention 

 
Disclosures could be received via a DBS check, or from a self-disclosure made 
during the job application process, or a self-disclosure made by an existing 
employee, or other information such as a news report of a court case.  
 

11.1 Can someone with a criminal record be employed? 
The only circumstances in which an employer may NOT legally recruit a person 
with a certain type of offending history, is where that offending history has led 
to the individual being barred from regulated activity with either children, 
adults, or both. If you are recruiting for a role that is defined as regulated 
activity with children or adults, you must not employ a person who has been 
barred from working with the relevant group. 

In all other circumstances, it is completely at the discretion of the employer to 
make their own recruitment decisions, which should be made on a case-by-
case basis, assessing risk in relation to the nature of the role.  

Seek the advice of your HR team before completing your assessment. 

See Appendix 4: Risk Assessment template 

 

11.2 A job applicant’s (or volunteer’s) DBS check has revealed 
details of cautions and/or convictions. What should I do? 
If the certificate confirms what the applicant has already disclosed.  
Speak to your HR Team before contacting the applicant to discuss the 
disclosure(s).  Once you have all the information you need, complete the risk 
assessment form and decide whether or not you are able to continue with the 
recruitment.  The following sections give further guidance. 

If the certificate reveals information that the applicant had not previously 
disclosed.  See 11.6 below. 

11.3 What information should I consider when determining whether 
an applicant with a criminal record is suitable for the post? 
Firstly, think about the post and consider the following aspects: 

• Does the post involve one-to-one contact with children, or other 
vulnerable groups such as service users? 
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• What level of supervision will the post-holder receive? Is the post 
unsupervised? Does it involve working in isolation? 

• Does the post involve any direct responsibility for finance, cash or items 
of value? 

• Does the post involve a significant level of trust? 

• Does the post involve direct regular contact with the public? 

• Will the nature of the job present any opportunities for the post-holder 
to reoffend in the course of work? 

• Are there any safeguards which can be put in place to minimise any 
potential risks? 

Secondly, you should meet with the applicant to gather more information 
about the relevance of their criminal record. Based on the information 
provided, you should take into account the following: 

Nature of offence(s) 

What type of offence or offences did the individual commit? i.e. theft, fraud, 
violence, possession of drugs, supply of drugs, sexual offences, public order or 
other offences. Did the offender commit one type of offence or a range of 
different offences? 

Relevance 

You should consider whether the offence is relevant to the position in question. 
The relevant categories of offences in relation to the protection of children are 
generally considered to be serious, violent, sexual and drug-related offences, 
although the nature of the offence is not the only factor that ought to be 
considered. For example, a person with a previous history of drug-related 
convictions who has clearly moved on from that period may be particularly 
well-suited to support others with substance misuse problems.  

For work with vulnerable adults, the relevant categories are generally 
considered to be violent and sexual offences. Offences of dishonesty, such as 
fraud, may be relevant if the nature of the post involves unsupervised access 
to money and valuables.  

Drink-driving offences are not generally considered relevant unless the job itself 
involves driving. 

Seriousness 

You should consider the seriousness of any offence or allegations disclosed. This 
is important because all offence categories cover a very wide range of 
offences that vary in terms of seriousness. A sexual offence, for instance, covers 
everything from underage sex to indecent assault and rape. Violence covers 
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everything from battery or common assault to grievous bodily harm and 
murder. Drug offences cover everything from possession of small amounts of 
class B drugs (such as cannabis) for personal use to possession of class A drugs 
with intent to supply. Burglary covers illegally entering to steal from a non-
domestic property to entering someone’s home to steal. Robbery is stealing 
using force whilst aggravated burglary involves the use if a firearm or weapon. 
Arson ranges from reckless damage of property to intentionally destroying 
property and endangering lives. 

The penalty applied may also give some indication of the seriousness of the 
case.  The name of the offence (the offence code) does not indicate the 
seriousness of the incident, which is why it is important to gain further details of 
what actually took place and to consider the other factors listed. 

Offence circumstances 

Who was involved? What happened? Where did it happen? When did it 
happen? How did it happen? Why did it happen? 

You should consider the circumstances and the explanation offered by the 
applicant. Consider whether there were any aggravating or mitigating 
circumstances. What was the applicant’s attitude to their offending? Did they 
show any remorse or take responsibility for their actions? Did they try to make 
reparation to any victim? 

In particular, take into account the applicant’s own circumstances at the time 
of the offending behaviour including issues with accommodation, education, 
employment, management of finances and income, lifestyle and associates, 
relationships, drugs and alcohol, emotional well-being or health. 

You should also consider that a person convicted of a serious offence may 
have completely changed their life around for the better. 

It is important to be aware that it is very difficult for an applicant seeking to 
show themselves in the best possible light to a prospective employer, to have 
to then discuss past matters that they may feel ashamed or embarrassed 
about. Taking that into account, you should look for openness and honesty, 
rather than denial and minimisation. You should consider the applicants’ 
insight into their own behaviour, any indication of changed thinking, relevant 
changes in their circumstances and, where relevant, victim empathy rather 
than victim blame or shared responsibility. 

Age of offences 

Employers should consider the length of time that has passed since the offence 
that has been disclosed took place. Cautions or convictions that appear on a 
disclosure certificate may be very old, for example, dating back to when the 
person was growing up. They may not be relevant if applicants have put their 
past behaviour behind them. 
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The government recognises that people can and do put their offending 
behind them. This recognition is embodied in the Rehabilitation of Offenders 
Act 1974 and by the introduction of the filtering system for positions subject to 
standard or enhanced disclosure checks. Reoffending statistics in the UK 
indicate that if individuals go more than two years without reoffending, they 
are no more likely to offend again than those who have never offended. 

Pattern of offending 

Employers should consider whether the applicant committed a single offence, 
or whether there has been a pattern of offending behaviour or allegations. Is 
there a big gap between offences, or are there a number of offences within a 
short period?  People who have a pattern of offending right up to the present 
date may not have put their offending behind them. 

Those people with gambling, drink or drug-related convictions, in particular, 
may remain a risk unless there is evidence of a clear break in the pattern of 
their offending. Nevertheless, many offenders, including repeat offenders, do 
eventually give up crime. They may have a particular motivation for doing so 
(e.g. becoming a parent) and often there will be clear evidence shown 
throughout the other aspects of the recruitment process and on the disclosure 
certificate. 

Changed circumstances 

You should take into account whether the applicant’s circumstances have 
changed since the offending took place. For instance, those convicted when 
young, perhaps as juveniles, often do not reoffend as mature adults.  

As part of the risk assessment, you should try to establish the applicant’s 
attitude at the time of the offence. What is their attitude now? How do they 
now feel about what happened? How do they feel about their part in what 
happened? Do they show remorse? Do they blame others? Do they feel a 
victim of injustice? How genuine is their expression? What efforts have they 
made not to reoffend? Can a reference be sought from their probation officer 
or support worker if they have one? 

Having reviewed the circumstances at the time of the offence, you should 
then compare the applicant’s circumstances at the time of them applying for 
the role. It may be that the applicant can provide the necessary reassurance 
that past issues have been resolved. However, many people with more recent 
convictions will also have reached the point where they want to put their 
offending behind them and put their talents to constructive use. If the offence 
is not work-related, or if the post is at a level of responsibility which means that 
the applicant does not pose a risk, you might consider recruiting them if, in all 
other respects, they are suitable for the job. 
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11.4 Conducting a meeting with the applicant, volunteer or 
employee 
You should give the applicant the opportunity to address any concerns that 
you may have or any discrepancies in the information they have disclosed. 
Wherever possible, this is best done in the form of a face-to-face meeting with 
the applicant.  

It is important that you make it clear to the applicant that the purpose of the 
meeting is to discuss any relevant information that can inform your risk 
assessment. Making your reasons clear is more likely to instil confidence in the 
applicant that their disclosure will not necessarily count against them and will 
encourage them to be more open with you. Try to conduct any such meeting 
with sensitivity and empathy, as discussing past convictions may be a source 
of great anxiety and embarrassment for the person concerned. 

Think carefully about the questions you plan to ask and keep the discussion 
focused on the individual and their feelings and attitudes. It is best not to 
conduct the meeting alone. Invite a colleague who was involved in the 
recruitment process to provide support and take notes or ask your HR adviser 
for support. It is also important to remember it is not for you to decide whether 
the court’s decision or police course of action was the right or fair one. The 
purpose of the interview is to help you to gather the necessary information to 
assess whether the individual may pose a risk in the position applied for. 
 
 
11.5 How should I carry out a Disclosure risk assessment? 
A risk assessment form must be completed by the Recruiting manager with 
advice from your HR Business Partner. See Appendix 4: Disclosure Risk 
Assessment for the proforma to be used.  
 
Where the disclosure relates to a School Governor or a Head Teacher, the 
school is advised to seek advice from the Director of Education and Children.  
 
Before you carry out your risk assessment, it is important that you have 
gathered as much information as possible to inform your assessment. In 
addition to the information gathered from meeting the applicant / employee, 
other sources may include answers given on the application form and during 
interview, self-disclosures, DBS disclosure certificates, value-based interview 
notes, references and independent statements from support workers or 
probation officers. 

Once you have gathered all the relevant information, you should carry out 
your risk assessment with advice from your HR Business Partner. If you identify 
any potential risks, you should assess whether appropriate safeguards can be 
put in place to minimise these risks. The assessment should be a documented 
decision-making process that is signed by those undertaking the assessment.  
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Only convictions which are relevant to the role which an individual applies for 
should be taken into consideration. Past “spent” convictions which would not 
impact on an individual's ability to perform a role competently and safely, 
should not bar an individual from taking up a position within the Council.  

A record of the decision should be kept and communicated in writing to the 
Recruitment team and the applicant.  
 
If you proceed with recruitment, the risk assessment should be retained (on the 
HR personnel file). 

If you are subject to inspection by a regulating body, such as CIW or Estyn, or 
if you are subject to safeguarding audits, you should keep the risk assessment 
for the purpose of such inspections or audits. 

If you have decided not to proceed with the recruitment of the applicant, 
keep the risk assessment for as long as the individual has to raise a dispute, 
appeal the decision or lodge an employment tribunal claim if they feel the 
decision was discriminatory. 
 
If the applicant is an existing employee of the Council, you should consult 
your HR Adviser on whether there are any further actions that need to be 
taken. 

 

11.6 There are discrepancies between the information provided by 
the applicant and the information on their DBS check. What should 
I do? 
Firstly, you need to consider whether you gave the applicant a reasonable 
opportunity to make a criminal record declaration during recruitment. The 
onus is on the employer to request such information; the applicant has no legal 
duty to disclose criminal record information if they have not been asked 
directly to do so. The Council usually relies on its on-line application process 
which requests this information at an appropriate stage in the recruitment 
process. If the recruitment process differed from this standard route, you should 
check if a criminal record declaration was requested. 

If there are significant discrepancies between the information the applicant 
has provided and the criminal record information contained on the disclosure 
certificate, you should request a meeting with the applicant to gather further 
information. The DBS code of practice states that an employer should discuss 
any new matters (including other relevant information) revealed in the  
disclosure, with the applicant before making a final recruitment decision.  It is 
important that the applicant is given the opportunity to address the employer’s 
concerns.  
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You should not assume that when an applicant has not declared a criminal 
record that later comes to light on a disclosure certificate, it is an attempt to 
obtain employment by deception.  If it has been made clear in the job advert 
and job profile that an appointment is subject to a DBS check, applicants will 
be far less likely to conceal their records deliberately.  

In some cases, a discrepancy may have occurred because the applicant 
simply did not realise that they had a criminal record or was mistaken about 
the type of sentence or disposal they received due to a limited understanding 
of how the criminal justice system works. The changes to disclosure legislation, 
including the ROA and the ROA Exceptions Order, are extremely complex and 
many receive incorrect or outdated advice about their responsibilities to 
disclose. Without knowing exactly what information is contained on their 
criminal record and in the absence of appropriate guidance on what 
information needs to be disclosed, there is a possibility that applicants can 
simply make a mistake. 

In some instances, it may be clear that a particular applicant is unsuitable for 
the post they have applied for because of their record.  However, it is 
important not to make this decision without gathering more information from 
the applicant.  The risk assessment must still be recorded with your reasons for 
withdrawing any offer of employment. (Please seek HR advice). 

 

11.7 Do I have a duty to inform others in the Council (or School) 
about an employee’s criminal record? 
Information about an applicant’s criminal record should not be disclosed to 
anyone in the organisation apart from those who have a genuine need to 
know. This may include the Recruitment team, HR Business Partner, or the 
applicant’s team leader/ line manager, but only if the offence is relevant to 
the applicant’s role and only where the team leader/ line manager is 
responsible for implementing any safeguards deemed necessary and 
appropriate to manage any identified risks. 

The applicant should also be told who in the organisation knows about their 
record, as they need to feel confident that their personal and sensitive 
information will not be disclosed to anyone unless there is a specific reason for 
doing so. 

 

11.8 A member of my team’s DBS re-check has revealed details of 
cautions and/or convictions. What should I do? 
 
Any re-checking has to be done with the employee’s full knowledge and 
consent.  However, it is expected that staff working in safeguarding roles will 
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provide that consent and may not be able to continue in their role if they do 
not provide consent and their registration requires a re-check to allow them to 
continue practicing.   

If a re-check reveals a conviction or caution which has not been declared by 
the employee, you should not assume that this information has been withheld 
derliberately.  Follow the guidance outlined in the previous paragraphs. 

 
 
 
11.9 A member of my team has reported a change in their 
criminal record or other information of concern. What should I do? 
 
You should follow the guidance provided in the previous paragraphs. 
 
 
11.10 Some information has been brought to my attention about 
an employee or volunteer which may affect their suitability for the 
role. What should I do? 
 
Firstly, you should consider the source of the information and whether it is likely 
to be reliable. For example, the member of staff concerned may have 
confided in a colleague, who has felt a professional responsibility to pass on 
the information to you as their line manager. A colleague may have pointed 
out to you the press coverage of a court case. Or you may have overheard 
some ‘gossip’ in the workplace or seen something written about the member 
of staff on social media such as an incident or an arrest. It is important to be 
mindful that mistaken identity could be needlessly casting doubt on a member 
of staff with no connection to the incident or court case in question. The 
reliability of the information, or the chance that the information may be 
unreliable, is likely to determine how you will approach the employee. 
 
Remember that an employee only has to disclose information about their 
criminal record if they are asked to do so. You should not assume that there is 
a deliberate attempt to conceal information. 
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After consulting your HR Business Partner, you should arrange a meeting with 
the employee. You should make it clear to the individual that the purpose of 
the meeting is to give them the opportunity to respond to any concerns that 
have been brought to your attention. This may or may not result in you needing 
to undertake a risk assessment. Any relevant information gathered from the 
meeting can be used to inform the risk assessment.  

Try to conduct any such meeting with sensitivity and empathy, as discussing a 
conviction, caution, arrest, or involvement in an incident that could result in 
them being charged with an offence may be a source of great anxiety and 
embarrassment for the person concerned. 

Think carefully about the questions you plan to ask and keep the discussion 
focused on the individual and their feelings and attitudes about the situation 
or offence.  
 
You should ask the individual if they need any support with their well-being. 
The following Intranet links are helpful:  
http://intranet/our-people/hr/employee-support/   

http://intranet/our-people/health-wellbeing/stress-mental-health-and-
emotional-wellbeing/  

http://intranet/our-people/health-wellbeing/stress-mental-health-and-
emotional-wellbeing/stress/  
 
 
Re-cap and agree with the individual any actions arising from the meeting, 
including informing them of whether you will need to undertake a risk 
assessment. It is best not to conduct the meeting alone.  You should take notes 
and confirm the outcome of the meeting in writing.  If you think that a risk 
assessment needs to be undertaken, this should be done quickly and in 
conjunction with your HR Business Partner.   
 
 
12. Dealing with a situation where you have safeguarding 
concerns  
 
The Wales Safeguarding Procedures, Section 5 (Safeguarding Allegations / 
Concerns about practitioners and those in positions of trust) should be used in 
all cases in which it is alleged that a person who works or has contact with 
children or adults at risk has: 

• Behaved in a way that has harmed or may have harmed a child or adult 
at risk 
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• May have committed a criminal offence against a child or adult at risk 
or that has a direct impact on the child or adult at risk 

• Behaved towards a child, children or adults at risk in a way that indicates 
they are unsuitable to work with both children and adults 

All Local authorities have identified managers who are accountable and 
responsible for allegations against professionals and those in positions of trust, 
known as the Local Authority Designated Officer (LADO). Responsibility for 
managing allegations made against professionals and those in a position of 
trust may be delegated to a Designated Officer for Safeguarding (DOS) 

There are two Designated Officers for Safeguarding (DOS) in the Council: 

Rebecca Robertshaw, Child Protection Coordinator 
childprotection@carmarthenshire.gov.uk 

Cathy Richards, Senior Safeguarding Manager (Adults) 
SCHAdultSafeguarding@carmarthenshire.gov.uk  

You should inform the relevant Designated Officer for Safeguarding of your 
concerns at the very earliest opportunity and in all circumstances within no 
more than 24 hours after the concern has arisen (or next working day if out of 
office hours). You should clearly highlight that this is a safeguarding allegation/ 
concern in relation to an employee, volunteer, agency worker or school 
governor. 

Please also inform your HR Business Partner. 

Making a report 

You should: 

• Treat the matter seriously and keep an open mind 
• Make a written record of the information (using where possible, the 

child’s / adult’s own words), including the time, date and place where 
the alleged incident took place, what was said and anyone else present 

• Sign and date the written record 
• Immediately report the matter to the Designated Officer for 

Safeguarding using the email addresses above. 
• Where possible, send accompanying documentation such as the risk 

assessment clearly advising what safeguarding action has been taken 
to protect any children and adults at risk  

• Where the Designated Officer for Safeguarding is the subject of the 
allegation, the information should be reported to a more Senior 
Manager and the Local Authority Designated Officer (LADO) 

You should NOT: 
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• Investigate or ask leading questions 
• Make assumptions or offer alternative explanations 
• Promise confidentiality - the person/persons should be advised that the 

concern will be shared on a 'need to know' basis 

It must be noted that some allegations are so serious as to require immediate 
referral to the Police and the relevant Social Services care management team. 
The Wales Safeguarding Procedures are not in any way intended to impede 
the requirement for urgent or immediate responses to circumstances that are 
clearly serious. 

A professional strategy discussion will determine whether the matter meets the 
threshold for progressing to a formal professional strategy meeting, which will 
be convened by the DOS. You may be invited to attend this meeting. This 
formal meeting will decide whether there are any disciplinary issues to be 
followed up and at what stage of the disciplinary procedure.  

NOTE: For Schools, there is statutory guidance for handling allegations against 
teachers and other staff 

Annex 3: Handling allegations of abuse against teachers and other staff 
Welsh Government Circular 009/2014 | Estyn 
 
 
13. Making a referral to the Disclosure and Barring Service and 
other Agencies 
 
As a Regulated Activity Provider, there is a legal duty on the Council and on 
Schools to make a referral to the DBS if certain conditions are met.  
 
There is also the same legal duty on educational institutions which supply 
students to a Regulated Activity Provider (such as a School or social care 
service). An organisation which is under a duty to refer and fails to refer to DBS 
without reasonable justification is committing an offence. 
 
The Service Manager is responsible for making referrals to the DBS with the 
support of their Safeguarding Lead and HR Advisor/Business Partner.  All 
records relating to the referral should be provided to People Services so that 
these can be retained on the personnel file.   
 
13.1 When must you refer to DBS? 
 
Barring referrals should be made to DBS when an employer believes an 
individual has caused harm or poses a future risk of harm to adults at risk and/or 
children.  
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The following two stages need to be considered when making a DBS barring 
referral and if both conditions are met, organisations have a legal duty to refer. 
 
Step 1 
The organisation withdraws permission for an individual to engage in regulated 
activity with children and/or adults at risk or the organisation moves the 
individual to another area of work that isn’t regulated activity. 
 
Being removed from regulated activity can include: 
• dismissal 
• redeployment (i.e., moving someone to a non-regulated activity but keeping 
them within your employment) 
• retirement 
• redundancy 
• resignation. 
 
If an individual has retired, been made redundant or resigned before an 
investigation has been completed, you should continue with the investigation 
and decide on whether or not you would have kept the individual in regulated 
activity.  Follow the Investigation Policy and seek HR advice. 
http://intranet/our-people/hr/employee-relations/investigations/  
 
Step 2 
You think that the person has:  
• Engaged in relevant conduct in relation to children and/or adults.  
or  
• Satisfied the harm test in relation to children and/or adults. For example, there 
has been no relevant conduct but a risk of harm to a child or adult still exists.  
or  
• Been cautioned or convicted of a relevant offence. Refer to this DBS 
factsheet: dbs-factsheet-05.pdf (publishing.service.gov.uk) 
 
The terms relevant conduct, harm and the harm test are explained below. 
 
Relevant conduct is defined as activity that: 

• Endangers a child/adult or is likely to endanger a child/adult  
• If repeated against or in relation to a child/adult, would endanger the 

child/adult or be likely to endanger the child/adult  
• Involves sexual material relating to children (including possession of such 

material)  
• Involves sexually explicit images depicting violence against human 

beings (including possession of such images)  
• Is of a sexual nature involving a child/adult  

 
This relevant conduct is in relation to children (under 18 years old)  
or adults (someone 18 years old or over who is receiving a service that is 
classed as Regulated Activity).  
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Relevant conduct is a legal term which is defined under Schedule 3 of the 
Safeguarding Vulnerable Group Act 2006. 
 
What is harm? 
Someone’s conduct endangers a child/adult if they:  
• Harm a child/adult  
• Cause a child/adult to be harmed  
• Put a child/adult at risk of harm  
• Attempt to harm a child/adult  
• Incite another to harm a child/adult.  
 
The harm test 
Someone’s action satisfies the harm test when it appears that they may:  
• Harm a child and/or an adult  
• Cause a child and/or an adult to be harmed  
• Put a child and/or an adult at risk of harm  
• Attempt to harm a child and/or an adult  
• Incite another to harm a child and/or an adult. 
For the harm test to be satisfied, relevant conduct would not have occurred 
but there must be tangible evidence rather than a “feeling” that a person still 
represents a risk to adults at risk and/children. For example, a teacher who 
confides in their head teacher that they are sexually attracted to children (but 
who had not engaged in ‘relevant conduct’) would satisfy the harm test. 
 
 
This DBS referrals flow chart is intended to help you decide if you are required 
to make a referral to DBS: 
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13.2 How to make a referral to DBS  
 
You can either make a referral via a secure online form or by downloading a 
paper form and posting it to DBS.  
Both forms can be found on the website www.gov.uk/dbs  
The postal address for referrals is DBS Barring, PO Box 3963, Royal Wootton 
Bassett, SN4 4HH. You will be informed either by email or post that DBS has 
received your referral. 
 
The employee, volunteer or worker should be informed prior to a referral being 
made.   
 
Please ensure that your Safeguarding Officer and HR Business Partner are 
consulted before referring to the DBS. 
 
Providing as much information as you can  
You should provide as much detail as possible. DBS has no powers of 
investigation and rely on the information given to them by referrers. It is vital 
that information is accurate, comprehensive and complete to enable DBS to 
avoid any unnecessary delays in dealing with the case and to assist them to 
make appropriate decisions. 

Was / is the 
person 

working in 
Regulated 
Activity? 

YES. Have 
you carried 

out an 
investigat-

ion?

YES. Does 
the 

evidence 
point to the 
allegations 
being true?

YES. Has 
the person 

been 
removed 

from 
Regulated 
Activity, 

dismissed 
or left of 
their own 
choice?

YES.      
Make a 

referral to 
DBS.

NO.           
Do you still 

have 
concerns 
about this 
person?

YES.      
Make a 

referral to 
DBS.

NO.          
No further 

action.

NO.      
There is no 

need to 
refer to 

DBS.

NO. You 
must follow 
Safeguard-

ing and 
Disciplinary 
Procedures. 
Reconsider 
after these 
procedures 

are 
concluded.

NO.      
There is no 

need to 
refer to DBS
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What you should include: 
Details of the person you are referring. Include their full name, address and 
date of birth if you know it. Also include details of their work history and current 
employment.  Your HR Business Partner can help with this. 
 
Details of the work carried out. To assist DBS to fully understand the nature of 
the work undertaken, you should provide the Job Profile. DBS need as much 
detail as possible to understand the tasks carried out by the person you are 
referring.  
 
External investigations. If there has been an external investigation in relation to 
the case you are referring, provide the details. This could be interviews, police 
intervention or details of multi-agency meetings.  
 
Other investigations. If the person you are referring has been the subject of the 
disciplinary process, you should include relevant documents. You should also 
include recruitment and additional employment information. If there have 
been any previous misconduct or complaints, these are invaluable in helping 
DBS to establish patterns of behaviour.   (HR can help with this). 
 
Witness statements. If these are available, these should be signed and dated.  
 
Qualification and training records. This helps DBS to understand the level of 
training and skills in relation to their role.  
 
Chronology. It is useful to provide a timeline of events. This can help DBS get a 
greater insight into how the behaviour occurred and any triggers. 
 
Contact details. Please provide details of any other agencies or organisations 
you are aware of that hold information that may be useful in our decision 
making.  
 
Remember this is not an exhaustive list. If there is something you think DBS need 
to know to help make their decision, include this information. 

 
What does a good quality referral look like? 
Further Guidance on:  
How to make a good quality barring referral to DBS - GOV.UK (www.gov.uk) 
 
 
Important 
As part of the process to decide if an individual should be included in a barred 
list, any information in your referral may be used by DBS and could be disclosed 
to the referred person or other parties.  
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You should therefore consider redacting any information that you do not wish 
to be shared (such as names of third parties).  
 
 
The outcome of your referral  
 
DBS will inform the person you have referred about the outcome. However, it 
is not automatic that DBS will inform you as the person who referred them. They 
can only inform you if you are able to prove that you have a legitimate interest 
in the person you have referred. If you no longer employ them or permit them 
to engage in Regulated Activity, then you may not be able to show a 
legitimate interest. This means that DBS can’t advise you of the outcome. 
 

Remember: 
• A referral might make the critical difference if there are no criminal 

offences that would show on a DBS check if the individual attempted to 
gain further employment in regulated activity. 

• If you don’t make the referral to DBS, the person may go on to cause 
further harm to a vulnerable person. 

• If you do make the referral to DBS, they will consider all the evidence 
when deciding whether the person should be barred. 

• Don’t assume that someone else will make the referral to DBS. The line 
manager is best placed to provide the full range of supporting 
documentation that is required by DBS.  

  
 
Frequently Asked Questions about DBS referrals are available in this 
document. dbs-referral-faq.pdf (publishing.service.gov.uk) 
 
There are also seminars run the DBS on referrals.  Contact your Learning and 
Development Business Partner who can provide more information. 
 
 
13.3 Making Referrals to Other Agencies 
 
You have a professional obligation to make referrals to other agencies, when 
appropriate, to fulfil your responsibility to safeguard adults and/or children. 
 
Note: For Registered Residential and Domiciliary Care Services: 
 
According to the Practice Guidance for Social Care Managers Registered with 
Social Care Wales (2017), service providers, responsible individuals and service 
managers are responsible for:  

• Ensuring all appointments comply with safe recruitment best practice, 
• Addressing any issues in relation to unsatisfactory staff performance or 

misconduct, and  
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• Informing the appropriate regulatory body about any conduct by a 
registered professional that might call into question their registration. 

 
The table below summarises the circumstances when you should consider 
making a referral: 
Organisation 
or Council 
Officer 

When should a referral be considered 

Designated 
Officer for 
Safeguarding 
(Children) 

When there is an allegation against someone in a position 
of trust i.e., anyone working in either a paid or unpaid 
capacity, with children that they have or may have caused 
harm. 
 

Designated 
Officer for 
Safeguarding 
(Adults) 

When there is an allegation against someone in a position 
of trust i.e., anyone working in either a paid or unpaid 
capacity, with adults with care and support needs that 
they have or may have caused harm. 
 

Care 
Inspectorate 
Wales (CIW) 

As part of the Professional Strategy Discussion, Children’s 
Services or Adult Services will consider informing Care 
Inspectorate Wales (CIW), Healthcare Inspectorate Wales 
(HIW) and any relevant professional bodies as appropriate.  
 

Social Care 
Wales (SCW) 
 
Or  
 
Health and 
Care 
Professions 
Council 
(HCPC) 

As part of the Professional Strategy Discussion, Children’s 
Services or Adult Services will consider informing Care 
Inspectorate Wales (CIW), Healthcare Inspectorate Wales 
(HIW) and any relevant professional bodies as appropriate. 
 
Following the conclusion of a Safeguarding investigation,  
if you have concerns about the registration and fitness to 
practice of someone in a regulated profession. 
Raising a concern | Social Care Wales 
Raising concerns | HCPC  
 

Education 
Workforce 
Council 
(EWC) 

As part of the Professional Strategy Discussion, Children’s 
Services or Adult Services will consider informing Care 
Inspectorate Wales (CIW), Healthcare Inspectorate Wales 
(HIW) and any relevant professional bodies as appropriate. 
 
Following the conclusion of a Safeguarding investigation,  
if you have concerns about the registration and fitness to 
practice of someone in a regulated profession. 
Employer and Agent referral form (ewc.wales)  
 

Police When a criminal offence has or may have occurred 
Report a crime or incident | Police.uk (www.police.uk)  
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Action Fraud When someone has committed financial fraud, scamming, 
defrauding or committing cybercrime against someone 
they provide care to. 
Contact us | Action Fraud 
 

 
SEE APPENDIX 5: SAFEGUARDING REFERRAL RECORD 
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Appendix 1: Establishing DBS Eligibility form 

This form is designed to record relevant information which will help to determine if a 
job role is eligible for a DBS check, and to select the correct level of check and 
barring list (if appropriate). 

 

Job Title: ______________________________________ 

Department: ___________________________________ 

Tick 
box 

Appropriate DBS 
check 

Does the job involve: 
• Healthcare or working in a hospital 
• Caring or working with children or working in a 

school 
• Working with older, ill or disabled adults 
• Caring or working with children or working in a 

school AND working with older, ill or disabled adults 
 

• None of these 

 
☐ 
☐ 
 
☐ 
☐ 
 
☐ 

 
Go to Part 1 
Go to Part 2 
 
Go to Part 3 

Go to Parts 2 & 3, then 
refer to Part 5 
Go to Part 4 

Part 1: Healthcare or working in a hospital   
What is the role? 
• Healthcare professional (e.g., occupational therapist) 

Will the role involve working with:  
o children  

 
o adults  
 
o both  

 
 
 

• Working with patients without the supervision of a 
healthcare professional (e.g., hospital-based adviser, 
reception, catering, cleaning, volunteers) 
 
Is it in a Children’s Hospital? 
YES 

o Will the work be done frequently? 
YES 

 
NO 

 
 
 
 

 
 
 
☐ 
 
☐ 
 
☐ 
 
 
 
 
 
 
 
 
 
 
☐ 
 
☐ 
 
 
 

 
 
 
Enhanced Check with 
Children’s Barring List 

Enhanced Check with 
Adults’ Barring List 
 
Enhanced Check with 
Children’s and Adults’ 
Barring Lists 
 
 
 
 
 
 
 
 
Enhanced Check with 
Children’s Barring List 
 
Enhanced Check 
without Barring List 
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Is it in a Children’s Hospital? 
NO 
Note: you cannot request a DBS check for a manager 
of someone doing this role. 

• Providing first aid through a first aid organisation 
 
• None of these 

 
 
NOTE: If a DBS check is required from Part 1, the 
Workforce could be Children Workforce or Adults 
Workforce or Children and Adults Workforce, 
depending on the patient group that receive the healthcare 
or service in a hospital. 
 
 

 
☐ 
 
 
 
 
☐ 
 

 
Standard Check 
 
 
Not applicable to CCC 
 
Basic Check  
 

Part 2: Caring or working with children or working in a school 
NOTE: 
Frequently is defined as:  
• Working with children more than 3 days in a 30-day 

period or 
• Ever working overnight (between 2am and 6am) where 

there may be face-to-face contact with children   
 
 
What will the role involve? 
• Teaching or caring for children 

What will the teaching or caring involve? 
o Childminding 

o Working in a school, nursery, children’s centre or 
home, detention centre, young offender 
institution or childcare premises 
▪ Will the work be done frequently? 

YES 

 

NO 

o Teaching, training or supervising children, but 
not in a school, nursery, children’s centre or 
home, detention centre, young offender 
institution or childcare premises 
▪ Will the work be done frequently? 

YES 

• Will they be supervised? 

YES 

NO 

 
 
 
 
 
 
 
 
 
 
 
☐ 
 
 
 
 
☐ 
 
 
☐ 
 
 
 
 
 
 
 
☐ 
 
☐ 
 

 
 
 
 
 
 
 
 
 
 
 
Enhanced Check with 
Children’s Barring List 
 
 
 
Enhanced Check with 
Children’s Barring List 
 
Enhanced Check 
without Barring List 
 
 
 
 
 
 
 
Enhanced Check 
without Barring List 
 
Enhanced Check with 
Children’s Barring List 
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▪ Will the work be done frequently? 
NO 

 
 
 

o Helping ill or disabled children with eating or 
drinking or helping ill, disabled, or young children 
with washing, dressing, or going to the toilet 
 

o Giving advice about physical, emotional, or 
educational mental well-being e.g., therapist 
▪ Will the work be done frequently? 

YES 
 
NO 

 
 

o Fostering or adopting a child or working with 
fostered or adopted children 
▪ Are the children fostered or adopted? 

Fostered 
• What will the role involve? 

Registered foster carer or living in 
a household with fostered children 
 
Named foster care support 

o Will the work be done 
frequently? 
YES 
 
NO 
 

 
 
Babysitting fostered children  

o Will the work be done 
frequently? 
YES 
 
NO 
 
 
 

Working in a foster agency with 
access to children or their personal 
information 
 
 

 
☐ 
 
 
 
 
 
☐ 
 
 
 
 
 
☐ 
 
☐ 
 
 
 
 
 
 
 
☐ 
 
 
 
 
☐ 
 
☐ 
 
 
 
 
 
☐ 
 
 
☐ 
 
 
☐ 
 
 
 
 

 
Enhanced Check 
without Barring List 
 
 
 
 
Enhanced Check with 
Children’s Barring List 
 
 
 
 
Enhanced Check with 
Children’s Barring List 
 
Enhanced Check 
without Barring List 
 
 
 
 
 
 
Enhanced Check with 
Children’s Barring List 
 
 
 
Enhanced Check with 
Children’s Barring List 
 
Enhanced Check 
without Barring List 
 
 
 
 
Enhanced Check with 
Children’s Barring List 
 
Enhanced Check 
without Barring List 
 
 
Standard Check 
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Any other role with frequent visits 
to a household of fostered children 
 
 

▪ Are the children fostered or adopted? 
Adopted 

• What will the role involve? 
Adoptive parent or prospective 
adoptive parent or living in a 
household with adopted children 
 
Frequently visiting a household 
with adopted children 

• Driving children 
o Will the work be done frequently? 

 
YES 

 
 

NO 
 
 

• Working in a school but not in a teaching role e.g. 
cleaner 

o Will the role involve contact with children? 
NO 

 
YES 
▪ Who will they work for? 

• An organisation that provides 
services for the school 

• An organisation that hires school 
premises but does not do any work 
for the school 

• The school 
o Will they get paid for the 

role? 
YES (permanent role) 
▪ Will the work be done 

frequently? 
YES 
 
NO 

 
 
 

YES, but the role is 
temporary 
 
NO (volunteer) 

☐ 
 
 
 
 
 
 
 
 
 
 
☐ 
 
 
 
 
☐ 
 
 
☐ 
 
 
 
 
☐ 
 
 
 
 
 
 
 
 
 
 
 
 
 
☐ 
 
 
☐ 
 
 
☐ 
 
 

Basic Check 
 
 
 
 
 
 
Not applicable to CCC 
 
 
 
Basic Check 
 
 
 
 
Enhanced Check with 
Children’s Barring List 
 
Enhanced Check 
without Barring List 
 
 
 
 
Basic Check 
 
 
 
 
Not applicable to CCC 
 
Not applicable to CCC 
 
 
 
 
 
 
 
Enhanced Check with 
Children’s Barring List 
 
Enhanced Check 
without Barring List 
 
Enhanced Check 
without Barring List 
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• Will they be 
supervised? 
YES 

 
 
 
 

Will they be 
supervised? 
NO 

o Will the work 
be done 
frequently? 
YES 
 
 
NO 
 
 

• Moderating an online chat room or online media 
o Will the work be done frequently? 

YES 
 
 
NO 

 
 
• Running a childcare business 
 
• Giving legal advice 

 
• Inspecting childcare premises 
 
 
• None of these 
 
 
NOTE: If a DBS check is required from Part 2, you should 
select Children Workforce 
 
 
 

 
 
☐ 
 
 
 
 
 
 
 
 
 
 
☐ 
 
☐ 
 
 
 
☐ 
 
 
☐ 
 
 
 
 
☐ 
 
 
 
☐ 
 

 
 
Enhanced Check 
without Barring List 
 
 
 
 
 
 
 
 
 
Enhanced Check with 
Children’s Barring List 
 
Enhanced Check 
without Barring List 
 
 
Enhanced Check with 
Children’s Barring List 
 
Enhanced Check 
without Barring List 
 
 
Not applicable to CCC 
 
Enhanced Check 
without Barring List 
 
Not applicable to CCC 
 

Basic Check 
 

Part 3: Working with older, ill or disabled adults   
NOTE: 
Frequently is defined as:  

• Working with adults receiving care once a week or 
more 

• Working with adults receiving care for more than 3 
days in a 30-day period or 
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• Ever working with adults receiving care overnight 
(between 2am and 6am) 

 
 
What will the work involve? 
• Social work 

 
• Helping ill, disabled or older adults with personal 

care 
o Will the role involve helping them with any of the 

following: 
▪ Eating or drinking 
▪ Going to the toilet 
▪ Washing or bathing 
▪ Dressing  
▪ Oral care 
▪ Looking after their hair, skin or nails 

YES 
 
NO 
 

• Looking after an adult’s cash, bills or shopping 
 
 

• Driving adults to where they get health or social 
care (but not taxi drivers) 

 
• Being appointed to represent an adult or conduct 

their affairs on their behalf 
 

• Teaching, advising or guiding adults 
o Will the work be done frequently? 

YES 
 

NO 
 
 

• Working in a care home but not in a caring role e.g., 
cleaner, catering 

o Will the work be done frequently? 

YES 
 

NO 
 

• Moderating online chat or online media 
o Will the work be done frequently? 

YES 
 

 
 
 
 
 
☐ 
 
 
 
 
 
 
 
 
 
 
 
☐ 
 
☐ 
 
☐ 
 
 
☐ 
 
 
☐ 
 
 
 
☐ 
 
☐ 
 
 
 
 
 
☐ 
 

☐ 
 
 
☐ 
 

 
 
 
 
 
Enhanced Check with 
Adults’ Barring List 
 
 
 
 
 
 
 
 
 
 
Enhanced Check with 
Adults’ Barring List 
Basic Check 
 
Enhanced Check with 
Adults’ Barring List 
 
Enhanced Check with 
Adults’ Barring List 
 
Enhanced Check with 
Adults’ Barring List 
 
 
 
Enhanced Check 
without Barring List 
 
Basic Check 
 
 
 
 
 
Enhanced Check 
without Barring List 
 
Standard Check 
 
 
Enhanced Check 
without Barring List 
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NO 
 

• Inspecting places where adults received health or 
social care 
 

 
• None of these 
 
 
 
NOTE: If a DBS check is required from Part 3, you should 
select Adults Workforce 
 
 
 

☐ 
 
 
 
 
☐ 
 
 
 

Standard Check 
 
Not applicable to CCC 
 
 
 
Basic check 

Part 4: None of these   
Who is the check for? 
• Financial or legal profession 

o What type of financial or legal professional is the 
check for? 
▪ Solicitor or legal executive 

 
▪ Accountant or actuary 

 
▪ Other financial services professional 

(regulated by the Financial Conduct 
Authority) 

 
• Someone working in the courts, prisons, or 

probation services 
 
• Vet or someone employed by RSPCA who is 

responsible for killing animals humanely 
 
• Traffic warden or civil enforcement officer 

 
• Immigration worker e.g. regulated immigration 

adviser or immigration search officer 
 

• Someone applying for a licence or membership of 
an association 

 
• None of these 

o Is the check for any of the following? 
▪ Gambling commission or Lottery 

employee 
▪ Football steward 

 
▪ None of these 

 
 
 
 
☐ 
 
☐ 
 
☐ 
 
 
 
 
 
 
 
 
☐ 
 
 
 
 
 
 
 
 
 
 
☐ 

 
 
 
 
Standard Check 
 
Standard Check 
 
Standard Check 
 
 
 
Not applicable to CCC 
 
 
Not applicable to CCC 
 
 
Standard Check 
 
 
Not applicable to CCC 
 
Not applicable to CCC 
 
 
 
 
Not applicable to CCC 
 
Not applicable to CCC 
 
Basic Check if you 
think it is relevant and 
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NOTE: If a DBS check is required from Part 4, you should 
select Other Workforce 
 
 

 proportionate for the 
role 
 

Part 5: Caring or working with children or working in a school  
AND working with older, ill or disabled adults  
 
Having completed Parts 2 and 3, you should have 
determined:  

• the DBS check recommended for the aspect of the 
role caring or working with children or working in a 
school 

• the DBS check recommended for the aspect of the 
role working with older, ill or disabled adults 

 
 
Select the more stringent DBS check of the two 
results.  
 
Example 1: A driver drives children and adults to where 
they receive social care. Both Part 2 and Part 3 
recommend an Enhanced Check with Children’s and 
Adults’ Barring Lists.  
  
Example 2: A counsellor works with teenagers and young 
adults with learning disabilities. Part 2 recommends an 
Enhanced Check with Children’s Barring List. Part 3 
recommends an Enhanced Check without Barring List. The 
DBS check required is Enhanced Check with Children’s 
and Adults’ Barring List.  
 
Example 3: A cleaner works in a school outside of school 
hours and in a nearby care home.  
Part 2 recommends a Basic Check. Part 3 recommends an 
Enhanced Check without Barring List. The DBS check 
required is Enhanced Check without Barring List. 
 
Example 4: A swimming instructor provides daily 
swimming lessons to children and weekly lessons to a 
group of adults with sensory impairments. 
Part 2 recommends and Enhanced Check with Children’s 
Barring List. Part 3 recommends an Enhanced Check 
without Barring List. The DBS check required is Enhanced 
Check with Children’s and Adults’ Barring List.  
 
NOTE: If a DBS check is required from Part 5, you should 
select Children and Adults Workforce 
 

 
 
 
 
 
 
 
 
 
 
 
☐ 
 
 
☐ 
 
 
☐ 
 
☐ 
 

 
 
 
 
 
 
 
 
 
 
Record the outcome  
Enhanced Check with 
Children’s and Adults’ 
Barring Lists 
 
Enhanced Check 
without Barring Lists 
 
Standard Check 
 
 
Basic Check 
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APPENDIX 2 – LETTER TO BE SENT TO EMPLOYEES REGISTERED WITH DBS 
UPDATE SERVICE 
 
Dear  
 
DBS Update Service 
 
Thank you for signing up to the DBS Update Service and for letting us know. 
The DBS Update Service enables you to manage your DBS record electronically, and 
to give your permission to Carmarthenshire County Council, and other employers or 
organisations, to undertake a status check on your record online. 

Your DBS certificate is portable if you apply for a position, within the Council or with 
another employer, where the same type and level of check is required. 

The Update Service is currently available for standard and enhanced certificates only 
(not for basic checks). The Service is available in both Welsh and English. 

Registration lasts for one year and costs £13 per year, starting from the date your DBS 
certificate was issued. The £13 fee is payable by debit or credit card only. Please 
remember to renew your subscription to the Update Service annually. If you select the 
annual ‘auto renew’ option, the DBS will attempt to take the annual renewal fee from 
the card used to initially subscribe. If your debt or credit card expires, it is very 
important to provide new card details to DBS to avoid your subscription being 
cancelled. 

IMPORTANT: 
You must keep hold of your original DBS certificate in order to utilise the Update 
Service. Your employer will need to see this before they carry out a status check. 

You need to make a note of your unique subscription ID number and keep it secure. 
You shouldn’t share this subscription ID number with anyone else. If you forget your 
unique subscription ID number, call DBS on 03000 200 190. 

All applications and DBS certificates attached to your subscription must be in the same 
name. If you change your name, you can link a new DBS certificate to your 
subscription, if your previous name is listed on the DBS certificate application. 
 
If you wish to withdraw your permission for the Council to undertake an online status 
check, for example because you are no longer undertaking a role which requires a 
DBS certificate, you should immediately contact the People Services recruitment team 
at the address below. 
 
Yours sincerely 
Kay James 
People Services Adviser (Recruitment) 
Building 4, St David’s Park, Jobswell Road Carmarthen SA31 3HB 
CEHRM@carmarthenshire.gov.uk 
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APPENDIX 3: SELF-DISCLOSURE FORM  

(REQUESTED ANNUALLY VIA MY VIEW) 
 
NAME 
 

 

EMPLOYEE NUMBER 
 

 

DEPARTMENT 
 

 

DIVISION 
 

 

 
Have you been cautioned, subject to a court order, bound over, 
received a reprimand or warning or found guilty of committing 
any offence since the date of your most recent DBS 
disclosure? 
 

YES / NO 

Outside of this job, have you been the subject of any 
investigation and/or sanction by any organisation or body due 
to concerns about your behaviour towards children or adults 
who are at risk of abuse or neglect?  
For example, as a volunteer, or in other employment, including 
school governor and elected member roles. 
 

YES / NO 

If your job is working with children, are you known to any 
Social Services department or Police as being a risk or 
potential risk to children? 
OR 
If your job is working with adults, are you known to any 
Social Services department or Police as being a risk or 
potential risk to adults who are at risk of abuse or neglect? 
 

YES / NO / NOT 
APPLICABLE 
 
 
YES / NO / NOT 
APPLICABLE 

If your job is working with children, have your own children 
been taken into care, or have they been made the subject of a 
child protection order? 
OR 
If your job is working with adults, have you had a family 
member or friend removed from your care, or has Social 
Services put a care management plan in place to prevent you 
abusing or neglecting a family member or friend? 
 

YES / NO / NOT 
APPLICABLE 

Are there any other issues that you have not previously 
disclosed which could affect your ability to carry out your job 
safely and effectively? For example, health issues, alcohol or 
substance use issues. 

 

YES / NO 

 
If you have answered YES to any of the questions above, you should arrange to 
meet your manager to discuss further. 

Page 104



Page 48 of 54 
 

 
 
  

Page 105



Page 49 of 54 
 

APPENDIX 4: DISCLOSURE RISK ASSESSMENT FORM 
 
This form is to be completed by the Recruiting Manager/Line Manager with 
advice from the HR Business Partner and used when a criminal record has been 
disclosed: 

• For a successful candidate who has been offered a role, OR 
• For an existing employee who has been offered a new role that requires a 

disclosure. 
Where required, the risk assessment must be completed before the candidate 
can commence employment. 
 
If further action is necessary, this should be agreed between the HR Business 
Partner and the Recruiting manager/Line Manager. 
Once completed this form should be signed and stored in the employee’s file.  
In the event that the candidate is not employed, this form should be stored for 6 months 
and then destroyed. 
 
A review of this risk assessment should be carried out whenever a risk is 
presented.  
 

Please complete in full: 

Name of applicant or 
employee: 

 

Post applied for OR 
Current Post and 
Employee Number 

 

Level of disclosure 
required: 
 

Tick one: 
☐ Enhanced with Children’s Barring List 
☐ Enhanced with Adults’ Barring List 
☐ Enhanced with Children’s & Adults’ Barring Lists 
☐ Enhanced 
☐ Standard 
☐ Basic 

Directorate: 
Service or School: 
 

 

Date of assessment: 
 

 

Name of assessor 
(Recruiting / Line 
Manager): 
 

 

Name of HR Adviser 
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Question Yes / No / 
Not 
applicable 

Give Details 

Has the applicant 
declared any criminal 
convictions, cautions, 
reprimands, final 
warnings or bindovers in 
the UK or any other 
country, or are they under 
police investigation? 

  

Are the offence(s) 
relevant to the position? 

  

Single offence, or have 
there been other 
offences? 

  

Nature of conviction(s) 
and other information 
(Continue on separate 
sheet if necessary) 

  

Offence: 
Date of conviction: 
Sentence: 

  

Offence: 
Date of conviction: 
Sentence: 

  

Offence: 
Date of conviction: 
Sentence: 

  

Offence: 
Date of conviction: 
Sentence: 

  

Seriousness of offence(s)   
Does the applicant have 
a pattern of offending or 
other relevant behaviour? 

  

Age at time of offence(s)   
Length of time since 
conviction(s) 

  

What were the 
circumstances 
surrounding 
the offence(s)? 

  

Attitude to the offence(s)   
Efforts made to not 
reoffend 
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Is the applicant taking 
part in a specific remedial 
action programme? 

  

Have the individual’s 
circumstances changed 
since the offence(s)? If 
so, how? 

  

Does the nature of the 
job present any 
opportunities for the post 
holder to reoffend in the 
place of work? 

  

Does the post involve 
direct contact with the 
public or service users? 

  

What level of supervision 
does the post holder 
receive? 

  

Does the position involve 
direct responsibility for 
money, finance or items 
of value? 

  

Does the position involve 
a significant level of 
trust? 

  

Were suitable references 
obtained and ID 
checked? 

  

Are they any potential 
risks to the reputation of 
the organisation? 

  

Enter below any further 
questions you may feel 
relevant to the post in 
respect of criminal 
convictions. 

  

   
   
   
   

 

Please enter below any precautionary measures recommended in the light of the 
above questions to ensure that the risk of any reoccurrence of any potential criminal 
activity or associated behaviour is avoided. In order to be more specific this can be 
expanded on as necessary for the particular role as required. 
 
1. 
 

 

2.  
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3. 
 

 

 
 

Declaration by Recruiting Manager  
 
(Tick as appropriate) 
☐  The information above has been fully considered and I am satisfied that it 
is safe to allow the named applicant/employee to commence/continue work. 
 
Detailed actions to be recorded below 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
☐  The information above has been considered and I am not satisfied that it 
is safe to allow the named applicant/employee to commence/continue work. 
 
I have sought advice from the HR Team. 
 
 
Recruiting Manager     
 
Signed ____________________________  
 
Print name _________________________  
 
Date ______________________________  
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APPENDIX 5: SAFEGUARDING REFERRAL RECORD 
 
NAME 
 

 

EMPLOYEE NUMBER 
 

 

DEPARTMENT 
 

 

DIVISION 
 

 

 
Details of any safeguarding allegations related to the individual: 
 
 
Detail any concerns about the suitability of this individual in relation to 
safeguarding: 
 
 
Details of any safeguarding referrals made about this individual during their 
employment to external organisations: 
 
 

 
Referral Considerations 
 
Has the individual.... 
 

Yes/ No If Yes refer to: 

Committed a criminal 
offence. 

 Police 
 

Behaved in a way that has 
harmed or may harm a child 
or adult while working in a 
regulated position 

 DBS 
 

Behaved in a way that may 
make them unsuitable to 
carry out their professional 
role 

 Their professional regulator 
(e.g., Social Care Wales, Education 
Workforce Council, Health & Care 
Professionals Council) 

Been subject to an 
allegation that they behaved 
in a way that has harmed or 
may harm a child. 

 Designated Safeguarding Officer 
(Children) 

Been subject to an 
allegation that they have 
behaved in a way that has 
harmed or may harm a 
vulnerable adult. 

 Designated Safeguarding Officer 
(Adults) 
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Committed financial fraud, 
scamming, defrauding or 
committing cybercrime against 
someone they provide care to 

 Action Fraud 

 
 
 
Referrals Made 
 
Date of referral Who referral was made to Reason for the referral 
 
 
 

  

 
 
Manager’s Signature 
 

 

Date Completed 
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JAN 2024 

 
 
 

Subject:  Ten Towns Programme (Revenue Fund) 
 
Purpose:  
To consider an application seeking financial assistance from the Ten Towns Revenue Fund 

Recommendations / key decisions required:  
 
To approve an application submitted as part of the Ten Towns revenue fund: 
 
Applicant:   Newcastle Emlyn Town Council 
Project title:   Events Programme Support in Newcastle Emlyn 
Grant Requested:  £14,800 
 

Reasons:  
To support a project that aligns with the towns economic growth plan that will provide 
economic and social benefit to Newcastle Emlyn. Given the conflict with Cabinet Member for 
Regeneration, Leisure, Culture and Tourism, the legal team has advised that the report 
should be considered by Cabinet. 
 
Cabinet Decision Required                     YES  

Council Decision Required                      NO 

CABINET MEMBER PORTFOLIO HOLDER:-    
          
Cllr. Hazel Evans - Cabinet Member for Regeneration, Leisure, Culture & Tourism  
 
Cllr Ann Davies – Cabinet Member for Rural Affairs, Community Cohesion and Planning 
Policy 
Directorate: Chief Executives 

Name of Head of Service:  

Jason Jones 

 
Report Author:  
 
Rhian Phillips 

Designations: Head of  

 

Regeneration, Policy 
and Digital 

 
Economic Development 
Area Manager 

Tel: 01267 242367 

Email addresses:  
 
JaJones@carmrthenshire.gov.uk  
 
 
 
mrphillips@carmarthenshire.gov.uk 
  

 
 

  

Cabinet Meeting
15th April 2024
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EXECUTIVE SUMMARY 
 

SUBJECT: Ten Towns Programme (Revenue Fund) 

1. SUMMARY OF PURPOSE OF REPORT. 
 
Purpose: 
To consider an application submitted as part of the Ten Towns revenue fund.  
 
Background 
The aim of the Ten Towns Programme is to increase the resilience and future growth of 
Carmarthenshire’s rural market towns and their surrounding areas. 
 
The Authority has committed £1m capital funding to support the respective towns to take 
forward some of the capital aspirations identified within their economic growth plans. To 
complement the capital projects, further revenue funding has been secured from the UK 
Government’s Shared Prosperity Fund as part of the Rural Anchor.  
 
Each town has been given the opportunity to apply for funding of up to £20,000 to be delivered 
before the end of December 2024. Newcastle Emlyn Town Council has already received 
funding of £4,800 via this revenue fund. This report seeks approval to support a second 
application by Newcastle Emlyn Town Council that will enable the area to maximise from the 
funding that is available to them. 
 
The application has been assessed by an internal funding panel before being presented to 
Cabinet for final decision. 
 
Application for consideration: 
 
Applicant:   Newcastle Emlyn Town Council 
Project name: Events Programme Support in Newcastle Emlyn 
Grant Requested:  £14,800 
 
Newcastle Emlyn Town Council, on behalf of the 10 Towns Growth Plan Team, is seeking 
funding to support the development of both national and local events in Newcastle Emlyn to 
help raise the profile and increase visitors to the town and surrounding area. 
 
Funding is being sought to support British Cycling’s Junior National Time Trial and National 
Road Race Championships in Newcastle Emlyn in June 2024. Having successfully hosted the 
Welsh Road Race Championships in 2022 and the Men’s Road Race Championships in 2023, 
the announcement by British Cycling to host the 2024 Junior National championships in 
Newcastle Emlyn presents a significant opportunity for the town to raise its profile as a place to 
visit and stay. Local business will be engaged in the organisation of the event, thus ensuring 
that they are able to maximise visitor spend from the event. 
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As part of Newcastle Emlyn’s ambitions to increase the number of events within the town, 
funding is also being sought for the following: 

- the purchase of branded gazebos and a sound system for use by local event organisers, 
helping to reduce costly, recurring costs that event organisers need to fund on an annual 
basis e.g. Victorian Christmas Event, Fair Trade Event and Music in the Park event etc 

- Funding to develop content for the town’s digital interactive screen for visitors to access 
- Consultancy costs to provide marketing and mentoring support to active groups and 

event organisers to ensure a lasting legacy for the town. 
 
The project has the full support of Newcastle Emlyn’s Ten Towns Growth Plan Team, 
Newcastle Emlyn’s Traders group and the newly established Newcastle Emlyn & District 
Collective whose aim is to raise the profile of the town and surrounding area through the 
development of an annual calendar of events. 
 
Project Delivery timeline  
The project will begin as soon as fully approved. The project must be completed by end of 
December 2024 in line with the Shared Prosperity funding period.  
 
 
Outputs to be achieved 
 
Number of local events or activities supported   4  
Number of volunteering opportunities supported  20  
Number of people reached      2500  
Increased visitor numbers      1000  

 
Recommendation 
To approve a grant request of £14,800 from the Ten Towns revenue fund.  
 
2. OTHER OPTIONS AVAILABLE AND THEIR PROS AND CONS 
 
The option of not approving this project in whole or part is open to Cabinet. However non 
approval will mean that the local community will lose out from the economic and social benefits 
of the project. 
 

DETAILED REPORT ATTACHED? NO 
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IMPLICATIONS 

 
 

Policy, 
Crime & 
Disorder 
and 
Equalities 
 

Legal  Finance  ICT  Risk 
Manage-
ment Issues  

Staffing 
Implications  

Physical 
Assets   

Bio- 
diversity & 
Climate 
Change 
 

YES 
 

YES 
 

YES 
 

NONE  
 

YES 
 

NONE  
 

NONE  
 

NONE 
 

 
 

  

I confirm that other than those implications which have been agreed with the appropriate Directors / 
Heads of Service and are referred to in detail below, there are no other implications associated with 
this report: 
 
Signed:  Jason Jones                                                 Head of Regeneration, Policy and Digital                           

 

1. Policy, Crime & Disorder and Equalities 
The 10 towns programme provides on opportunity for rural market towns to create new 
economic benefit and opportunities developed as a recommendation from the Moving Rural 
Carmarthenshire Forward Plan. 
  
The above is aligned with the county’s existing strategies and plans including the Local 
Investment Plan for Carmarthenshire, Economic Recovery Plan, Local Innovation Strategy, 
Wellbeing Assessment, and the South-West Wales Regional Economic Delivery Plan and 
Corporate Strategy.  
 
The project will also deliver against the Authority’s Vision Statement which identifies the Ten 
Towns initiative as a key priority in ‘Making our communities and environment, healthy, safe 
and prosperous’ places to live. 
 
The Programme will support the objectives of the Wellbeing & Future Generations Act by 
targeting interventions which aim to ensure that the Welsh speaking communities of the 
County remain vibrant and sustainable communities. 
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2. Legal   
Terms and Conditions will be issued to the applicant which have been verified by the 
Authority’s legal team.  

 
  

3. Finance   
The funding is made available as part of the 10 towns programme with funding secured from 
the UK Government Shared Prosperity Fund as part of the Rural Anchor. A budget of 
£200,000 is available for the delivery of this fund which equates to £20,000 per town.  
 
4. Risk Management   
A programme level risk management process will be followed to ensure that risk is assessed 
and managed at all levels.   
  
A key risk is the short delivery timeframe of SPF with all 3rd party grants required to be 
financially completed by the end of December 2024.   
  
At a project level, a risk register will be maintained together with appropriate mitigation 
measures. The Rural Anchor Team who are responsible for administering both funds will 
closely monitor progress of the project individual awards. Where a lack of progress is being 
made, applicants will need to provide clarification as to how they will be able to deliver 
against the original approved amount.  
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CONSULTATIONS 
 

I confirm that the appropriate consultations have taken in place and the outcomes are as detailed 
below: 
 
Signed:  Jason Jones                                                 Head of Regeneration, Policy and Digital                           

 
 

1. Scrutiny Committee request for pre-
determination  

NO 

If yes include the following information: - N/A 
Scrutiny Committee   
Date the report was considered:-  
Scrutiny Committee Outcome/Recommendations:-n/a 

 
2.Local Member(s)   
Cllr. Hazel Evans who is supportive of the application. 
 
3.Community / Town Council  
Newcastle Emlyn Town Council who have submitted the application on behalf of the wider 
community. 
 
4.Relevant Partners   
Members of the established growth plan team in the town consisting of key stakeholders 
from public, private and third sector are supportive of the project. 
 
Support has also been provided by the Newcastle Emlyn Collective group and Newcastle 
Emlyn Traders group. 
 
5.Staff Side Representatives and other Organisations   
As per individual report 
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CABINET MEMBER PORTFOLIO 
HOLDER(S) AWARE/CONSULTED  

YES 

Include any observations here 
Cllr. Hazel Evans - Cabinet Member for 
Regeneration, Leisure, Culture & Tourism 
who is supportive of the project. 
 
Cllr Ann Davies, Cabinet Member for Rural 
Affairs, Community Cohesion and Planning 
who is supportive of the project. 
 
 

Section 100D Local Government Act, 1972 – Access to Information 
List of Background Papers used in the preparation of this report: 
 
THESE ARE DETAILED BELOW 
Title of Document 
 

File Ref No. Locations that the papers are available for public inspection  

10 Towns Newcastle 
Emlyn 
 

 County Hall 
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SUBJECT:  10 Towns Programme Capital Fund – Llanybydder  
 
Purpose:  
 
To consider an application submitted by the Old School Llanybydder as part of the 10 Towns 
programme. The aim of the 10 towns programme is to provide designated rural market towns 
across the County the opportunity of economic growth and sustainability. 

 

Recommendations / key decisions required: 
 

- To approve an application submitted by the Old School Community Centre (Charity) in 
Llanybydder as part of the 10 Towns programme on behalf of the economic growth 
plan team established in the town.   

 
Reasons:  
 
To support the opportunities identified as part of extensive community consultation and 
discussion with key stakeholders that will provide economic and social benefits to Llanybydder. 
 
The project is seeking funding from both the Shared Prosperity Fund via the Rural Anchor and 
via the Authority’s Ten Towns capital fund. In line with Cabinet decision on the 30th January 
2023, this report is being presented to Cabinet due to the fact that the overall request for funding 
is in excess of £100k. 
 
Cabinet Decision Required                     YES  

Council Decision Required                      NO 

CABINET MEMBER PORTFOLIO HOLDER:-     
        
Cllr. Ann Davies - Rural Affairs & Planning Policy (Ten Towns programme portfolio) 
Cllr Hazel Evans – Regeneration, Leisure, Culture and Tourism (Shared Prosperity Fund 
portfolio) 
 
Directorate: Name of 
Head of Service:  
 
Jason Jones 
 
 
Report Author: 
Mared Pemberton  

Designations: 
 
 
Head of Regeneration, 
Policy and Digital   
 
Rural Programmes Co-
ordinator  

 

Email addresses: 
 
 
Jason Jones 
JaJones@carmarthenshire.gov.uk 
 
Mared Pemberton  
MEPemberton@carmarthenshire.gov.uk  

 
 

Cabinet Meeting
15 April 2024
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EXECUTIVE SUMMARY 
 

SUBJECT:     10 Towns Programme Capital Fund - Llanybydder  
 
 
1. SUMMARY OF PURPOSE OF REPORT 
 
Background 
The aim of the 10 Towns Programme is to increase the resilience and future growth of 
Carmarthenshire’s rural market towns and their surrounding areas. 
 
The Authority has committed £1m capital funding to support the respective towns to take 
forward some of the capital aspirations identified within their economic growth plans. This was 
approved by Executive Board on 21st June 2021. Subsequently, further funding has been 
secured via the Shared Prosperity Fund Rural Anchor Programme to support the realisation of 
the town’s priority projects.  
 
Llanybydder Old School Community Centre, which is a charity responsible for the Old school 
in the town, has agreed to act as the lead body on behalf of the economic growth plan team 
which has been established within the town. 
 
 
Application for Consideration: 
 
Applicant:   Llanybydder Old School Community Centre  
Project Name:  Redevelopment of Old school at Llanybydder 
 
 
Total project costs: £194,294 
  

Grant request:   
SPF Ten Towns Fund: £74,294 
Ten Towns Capital Fund (Core):  £100,000 
Total grant requested: £174,294 
 
 

Match funding source and status:  
Targeted Finance Fund (CCC) to be considered by Cabinet 
Member for Regeneration, Leisure and Tourism on 11 March 2024 £20,000 
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Project Summary   
 
The application has been submitted by the Old School Community Centre which is a charity 
located in Llanbydder. The re-development of the community centre has been identified as a 
priority project in the town’s economic growth plan as well as by the economic growth plan 
team. Funding is being sought to undertake refurbishment and repurposing of existing building 
which is currently in a state of disrepair.  
 
The project will create a centre that supports both the economic growth and social needs of the 
town through the development of: 
 
● A shared working space for small businesses to hire and utilise  
● A learning & personal development hub 
● Events facility hire 
● Café 
 
These elements will complement the existing community gym already operating from the 
centre which provides an income stream to ensure its sustainability.  
 
The Old School Community Centre is an existing charity which is in the process of being 
registered as a Charitable Incorporated Organisation (CIO) which will enable the organisation 
to employ staff and increase their revenue streams. Once incorporated, the organisation will 
appoint a centre manager for 12 months whose role will be to manage the overall project 
during the construction phase and to develop a programme of activity aligned with the results 
gained from several community consultations.  
 
The soon to be appointed officer, which is funded via the Shared Prosperity Fund, will focus 
on developing partnerships and a calendar of activity for when the capital works are 
completed.  
 
Their role will include: 
 

• Marketing and promotion of space for wellbeing practitioners to hold community 
classes 

• Development of business surgeries 
• Securing tenants for cafe 

 
The post will be sustained by income generated from the activities that will be undertaken at 
the centre.  
 
Outputs to be achieved:  
 
M2 redeveloped  466m2 
Vacant units/buildings brought back into commercial use 1 
No of facilities created/improved 1  
No of businesses directly/indirectly supported  4 businesses directly supported 

5 businesses indirectly supported 
No of jobs created 2 (centre manager and café operator) 
Increase in footfall Annual visits - 5000  
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Timeline:  
The programme of works is scheduled to take place over 7 months with the project requiring to 
be completed by December 2024.  
 
Recommendation:  
To approve a grant request of £100,000 from the Authority’s 10 Towns Capital Fund and 
£74,294 from the Shared Prosperity Fund as part of the Rural Anchor programme. 
 
OTHER OPTIONS AVAILABLE  
There are no alternative funding sources available for this project. Without Shared Prosperity 
Fund investment and Core funding this project, which has been identified as a priority by the 
Llanybydder Growth Plan Team, would not proceed.  

 
DETAILED REPORT ATTACHED? NO 
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IMPLICATIONS 

 
 

Policy, 
Crime & 
Disorder 
and 
Equalities 
 

Legal  Finance  ICT  Risk 
Manage-
ment Issues  

Staffing 
Implications  

Physical 
Assets   

Bio- 
diversity & 
Climate 
Change 
 

YES 
 

YES  
 

YES  
 

NONE  
 

YES 
 

NONE  
 

NONE  
 

YES 
 

 
 

  

I confirm that other than those implications which have been agreed with the appropriate Directors / 
Heads of Service and are referred to in detail below, there are no other implications associated with 
this report: 
 
Signed:    Jason Jones                                                      Head of Regeneration, Digital and Policy                         

 

1. Policy, Crime & Disorder and Equalities 
The 10 towns programme provides on opportunity for rural market towns to create new 
economic benefit and opportunities developed as a recommendation from the Moving Rural  
Carmarthenshire Forward Plan. 
 
The above is aligned with the county’s existing strategies and plans including the Local 
Investment Plan for Carmarthenshire, Economic Recovery Plan, Local Innovation Strategy, 
Wellbeing Assessment, and the South-West Wales Regional Economic Delivery Plan and 
Corporate Strategy.  
 
The project will also deliver against the Authority’s Vision Statement which identifies the Ten 
Towns initiative as a key priority in ‘Making our communities and environment, healthy, safe 
and prosperous’ places to live. 
 
The Programme will support the objectives of the Wellbeing & Future Generations Act by  
targeting interventions which aim to ensure that the Welsh speaking communities of the 
County remain vibrant and sustainable communities. 
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2. Legal   
Terms and Conditions will be issued to the applicant which have been verified by the 
Corporate legal team and will be executed as a deed.  

3.Finance   
Funding has been secured from the UK Government Shared Prosperity Fund as part of the 
Rural Anchor as well as via the Authority’s Ten Towns capital fund. 
 
5. Risk Management Issues 
A programme level risk management process will be followed to ensure that risk is assessed 
and managed at all levels.  
 
A key risk is the short delivery timeframe of SPF with all 3rd party grants required to be 
financially completed by the end of December 2024.  
 
At a project level, a risk register will be maintained together with appropriate mitigation 
measures. The Rural Anchor Team who are responsible for administering both named 
funds will closely monitor progress of the project individual awards. Where a lack of 
progress is being made, applicants will need to provide clarification as to how they will be 
able to deliver against the original approved amount.   

 
8. Biodiversity and Climate Change 
The project will ensure sustainable practices are adopted when carrying out the works and in 
the administration of the building.  
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CONSULTATIONS 
 

I confirm that the appropriate consultations have taken in place and the outcomes are as detailed 
below: 
 
Signed:           Jason Jones                                                       Head of Regeneration, Digital and Policy                                                  

 
 

1. Scrutiny Committee request for pre-determination  NA  
 
2.Local Member(s)   
Cllr Denise Owen has been consulted on an on-going basis as part of the growth plan team 
meetings and is supportive of the project. Cllr Owen is the Chair of the 10 towns growth 
team.  
3.Community / Town Council  
On-going consultation with the relevant Community Council in the development of the 
proposals as a member of the town’s growth plan team. 
 
4.Relevant Partners   
Members of the established growth plan team prioritised the project which consists of key 
stakeholders from public, private and third sector. Further community consultation 
undertaken with both businesses and local organisations highlighted support for the 
proposals. 
5.Staff Side Representatives and other Organisations   
n/a 

 
CABINET MEMBER PORTFOLIO 
HOLDER(S) AWARE/CONSULTED  

 

YES - Cllr. Ann Davies - Rural Affairs & 
Planning Policy (Ten Towns programme 
portfolio) and Cllr Hazel Evans – 
Regeneration, Leisure, Culture and Tourism 
(Shared Prosperity Fund portfolio) have been 
consulted and are supportive of the project. 
 

Section 100D Local Government Act, 1972 – Access to Information 
List of Background Papers used in the preparation of this report: 
 
THERE ARE NONE   
 
Title of Document 
 

File Ref No. Locations that the papers are available for public inspection  

Ten towns – 
Llanybydder  
 

 Held digitally  
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