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Policy on the Recruitment of People with Criminal Records 

 
(Adapted from a template based on GOV.UK and CIPD guidance)  

 
1. Introduction and Scope 

Our Chartist Heritage (OCH) is committed to fair treatment, selecting candidates for 
employment and/or placement as a volunteer based on skills and experience. This policy 
applies to such all applicants and is shared at the start of the selection process. . 
 

2. Principles of Fairness 
• We welcome diverse applicants and do not use criminal records as an automatic bar 

to employment  
• We only consider unspent conviactions under the updated ROA 1974, unless the role 

in question is exempt. 
• We do not ask any questions about convictions until the interview stage.  

 
3. Disclosure of Convictions 

• Standard Roles: We only request information about unspent convictions 
• Exempt roles:  for positions in regulated activity, we may check for relevant unspent 

and filtered spent convictions. 
 

4. The Selection Process 
• DBS checksare requested only when relevant and proportionate to the role 
• Sed records are discussed openly to assess relevance to the position 

 
5. Assessment Crteria  

Relevance is assessed based on: 
• Nature and seriousness of the crime 
• Time elapsed since the conviction 
• Patterns of behaviour and changes in circumstances 

 
6. Data Handling 

Data is managed according to the DBS Code of Practice 

 
 

7. Working With Children and Vulnerable Adults 

 We will only ask an individual about their *full criminal record history where a DBS 
certificate at enhanced level,(also including a DBS Barred list check if the work is 
regulated activity) can legally be requested. 

 



 
 
 
 

 
 

Where a DBS certificate is legally requested (ie where the position is one that is included 
in the Rehabilitation of Offenders Act (ROA) 1974 (Exceptions) Order 1975 (as amended) 
and, where appropriate, Police Act Regulations (as amended), OCH can only ask an 
individual about convictions and cautions that are not **protected (ie subject to filtering). In 
all other cases, where we cannot ask for a higher level DBS check, we will ask an 
applicant to declare any unspent convictions. 
 
We will only carry out a DBS check after a thorough risk assessment has indicated that 
one is both proportionate and relevant to the position concerned, and when check eligibility 
conditions are met. 
 
We undertake not to discriminate unfairly against anyone we have asked to undergo a 
criminal record check on the basis of a conviction or other information revealed and this 
policy is made available to all DBS applicants at the outset of the recruitment process. We 
will ensure that all applicants who are asked to undergo a DBS check are aware of the 
existence of the DBS Code of Practice; a copy of which will be available on request. 
 
For those positions or roles where a criminal record check is identified as necessary, all 
application forms, adverts and recruitment briefs will contain a statement that an applicant 
will need to undergo a DBS check at the appropriate level in the event of the individual 
being offered the position. 
 
At interview, or in a separate discussion, we will ensure that an open and measured 
discussion takes place on the subject of any offences or other matter that might be 
relevant to the position. Failure to reveal information that is directly relevant to the position 
sought could lead to withdrawal of an offer of employment or volunteering opportunity. 
OCH will only ask an individual to provide details of convictions and cautions that we are 
legally entitled to know about.  
 
We undertake to discuss any matter revealed on a DBS certificate with the individual 
seeking the position or volunteering role before withdrawing a conditional offer of 
employment. OCH will include in these discussions a person who has been suitably 
trained to identify and assess the relevance and circumstances of offences, and has 
received appropriate guidance and training in the relevant legislation relating to the 
employment of ex-offenders, e.g. the Rehabilitation of Offenders Act (ROA) 1974. 
 

 
Supporting Information 
 
Rehabilitation of Offenders Act (ROA) 
 
*Under the ROA, after a specific period of time has passed (which varies according to the 
sentence or disposal received), cautions and convictions are regarded as ‘spent’. Once a 
caution or conviction becomes spent, an individual is treated as rehabilitated with regards 
to that offence, and they don’t have to declare it for most purposes, for example when 
applying for employment or insurance. 
 
**On the 29 May 2013, **legislation came into force that allows certain old and minor 
cautions and convictions to no longer be subject to disclosure: 



 
 
 
 

 
 

 
• In addition, employers and volunteer-involving organisations will no longer be able to 

take an individual’s old and minor cautions and convictions into account when making 
decisions. 
 

• All cautions and convictions for specified serious violent and sexual offences, and other 
specified offences of relevance for posts concerned with safeguarding children and 
vulnerable adults, will remain subject to disclosure. In addition, all convictions resulting 
in a custodial sentence, whether or not suspended, will remain subject to disclosure.  
 

Further ammendments since this date, see Changes to Rules for DBS Checks on the 
WCVA website.  
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https://wcva.cymru/changes-to-rules-for-dbs-checks/


 
 
 
 

 
 

 
 
 
 

The information provided in this sheet is intended for guidance only. It is not a 
substitute for professional advice and we cannot accept any responsibility for loss 
occasioned as a result of any person acting or refraining from acting upon it. 

Disclaimer 

Third Sector Support Wales is a network of 
support organisations for the whole of the 
third sector in Wales. 
 
It consists of the 19 local and regional support 
bodies across Wales, the County Voluntary 
Councils (CVCs) and the national support body, 
Wales Council for Voluntary Action (WCVA). 
 
For further information contact 
https://thirdsectorsupport.wales/contact/ 

https://thirdsectorsupport.wales/contact/

