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Applicants with Criminal Convictions Policy
1 Introduction
1.1 Cardiff Met University (the University’) is committed to creating a safe and secure environment for all members of the University community. 
1.2 The purpose of the Applicants with Criminal Convictions Policy (‘the Policy’)  is to outline the procedure that the University will follow when an applicant to one of its programmes has been made an offer of a place and has a criminal conviction or a restriction which would prevent them from undertaking or progressing with their studies.  Having a conviction does not automatically result in an applicant not being able to enrol at the University, but it is the case that additional information will be required from the applicant to enable the University to make a decision on an applicant’s suitability for their chosen programme.
1.3 The Policy should be read in conjunction with the University’s Safeguarding Policy and the [General Admissions Policy].
Scope
1.4 The Policy applies to all Applicants to the University (Home and International). 
1.5 The term ‘Applicant’ refers to a person who has applied to study at the University. 
1.6 The purpose of the procedure is to specify the process that the University will follow when an applicant to one of its programmes has been made an offer of a place and has a criminal conviction or a restriction which would prevent them from undertaking or progressing with their studies.  Having a conviction does not automatically result in applicants not being able to enrol at the University, but that additional information will be required to undertake procedures to make a decision on an applicant’s suitability for their chosen programme.

1.7 The Policy and the procedure for considering applicants with criminal convictions differentiates between programmes requiring a Disclosure and Barring Service (DBS) check (referred to as “Regulated programmes”) and those programmes that do not (referred to as “Non-regulated programmes”).
DBS Checks 
1.8 DBS Checks are only requested from the University as part of the application process for those programmes that involve regular working with children and/or vulnerable people and lead to professions that are exempt from the Rehabilitation of Offenders Act 1974 and the Exemptions Order 1975 (Listed at Appendix 1). Information and guidance on DBS procedures is available at DBS Application Process | Cardiff Metropolitan University.  Applicants with convictions on to those programmes are advised to check the requirements for registration on to the relevant professional body following successful completion of the programme. Admission on to one of these programmes with a criminal conviction does not guarantee that the relevant professional body will permit registration. 
1.9 Some of the University’s programmes involve placements working with children or vulnerable people. In such cases, a DBS check will be requested prior to the placement being confirmed. If a conviction is declared at this time, an assessment for suitability will be carried out by the relevant School following a risk-based process as outlined below.  If deemed appropriate, an alternative placement that does not involve working with children or vulnerable people can be undertaken.
2 Regulated Programmes
2.1 Applicants declare any relevant convictions, cautions, reprimands or final warnings that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions Order 1975) as amended in 2013, as part of the UCAS or direct process.
2.2 Applications are processed by the Admissions Team against the standard selection criteria for the programme and offers will normally be made subject to confirmation of a satisfactory criminal records check. 
2.3 Applicants who receive an offer and who reply “Firm” will be required to complete an online DBS check if they have been living or studying in the UK.  Guidance will be sent to applicants overseas on how to obtain a suitable criminal records check.
2.4 The Admissions Team will monitor the outcome of DBS applications via First Advantage Disclosures and will ask to see physical copies of certificates if they contain a disclosure.  
2.5 If a criminal record is disclosed, the applicant will be asked by the Admissions Team to provide further details via the Applicant Criminal Conviction Proforma.  The information requested via the Proforma includes: 
· Nature of the offence(s)
· Date(s)
· Sentence(s) imposed
· Name of the court, with a copy of any conviction notices. 
· Name and contact details of any Probation Officer
· A personal reflection or statement
		The information obtained via the Proforma will be used to inform the University’s risk assessment and decision-making process. Permission will be sought from the applicant to share this information with members of the panel on a strict need-to-know basis.
Information regarding the disclosures made will be made available to the Programme Director in the School (or other designated academic contact) via a secure and confidential means for them to review and undertake a preliminary risk assessment. The risk assessment will cover the nature of risk both in terms of the applicant’s suitability for the regulated programme, including placement and, more broadly, as a member of the University community and relevant profession. Internal members of staff and external contacts working within the relevant professional field may be consulted for guidance on an anonymised basis. 
If the Programme Director (or other designated academic contact) forms the view that a place cannot be offered due to the seriousness of the disclosure, or the conviction relates to one of the offences outlined in para 2.8 below, a panel will be arranged to consider the matter and come to a decision. Applicants will be notified that their case is being referred to a panel for consideration. 
The function of the panel is to consider all aspects of safeguarding and to assess whether the applicant should have their offer withdrawn, and what support the applicant would need to be able to successfully complete the programme and enter the chosen profession. A panel meeting may be held virtually via Microsoft Teams.
A panel will always be convened to consider the following convictions: 
· Any kind of violence including (but not limited to) threatening behaviour, offences concerning the intention to harm or offences which resulted in actual bodily harm
· Offences listed in the Sex Offences Act 2003
· The unlawful supply of controlled drugs or substances where the conviction concerns commercial drug dealing, trafficking, possession with intent to supply
· Offences involving firearms, knives and weapons
· Offences involving arson
· Offences listed in the Terrorism Act 2006
· Offences involving theft and deception

This list is not exhaustive, and the Programme Director (or other designated academic contact) has the discretion to ask a panel to be convened for other reasons not covered in this paragraph e.g. offences referred to in the relevant professional code of conduct.
Membership of the panel will comprise: 
· Deputy Dean of School or nominee (Chair) 
· Head of Admissions 
· Programme Director (or other designated academic contact)
· Any relevant professional partners (e.g. NHS placement representatives, School Heads),
If appropriate, the Chair may also invite additional University staff to the panel if further advice is deemed necessary, e.g. the University’s Safeguarding Co-ordinator, Chief Student Officer, Head of Residential Accommodation.  
The panel may also seek advice from the appropriate regulatory body e.g. Health Education Improvement Wales (HEIW), Education Workforce Council (EWC).
The panel will either decide to uphold the offer as it stands, to amend existing conditions, offer an alternative programme of study, offer a deferred place, place restrictions on the applicant’s engagement with the University (e.g. in relation to student accommodation), or to withdraw the offer of a place entirely.
2.6 The University’s decision on whether to confirm or withdraw the offer of a place on a programme will be communicated to the applicant in writing from the Head of Admissions. The communication will include reasons for the decisions made. Information on the right to appeal will also be provided.
2.7 If an applicant fails to provide a copy of an original DBS certificate, or an International Certificate of Good Conduct (or equivalent) as requested within the communicated deadline, they will not be permitted to register on the programme of study.

3 Non-Regulated Programmes
Applicants who are made an offer on to a programme that does not involve working with children or vulnerable people will be asked to declare if they are bound by any restrictions or probation requirements following a criminal conviction by completing the Applicant Criminal Conviction Declaration Proforma.
3.1 The information requested via the Proforma includes: 

· Nature of the offence(s)
· Date(s)
· Sentence(s) imposed
· Name of the court, with a copy of any conviction notices. 
· Name and contact details of any Probation Officer
· A personal reflection or statement
		Permission will be sought from the applicant to share this information with applicant’s School on a strict need-to-know basis.
3.2 The Head of Admissions will undertake a risk assessment, which may involve seeking further information from the individual, and/or contacting Probation Services etc. The assessment will cover the nature of the risk posed to the University community by the individual based on the information provided. The risk assessment will be informed by consultation with senior colleagues in the relevant School and Professional Services (e.g. Student Accommodation or Student Services) as deemed appropriate. This will be done on an anonymised basis where possible.
3.3 If a determination cannot easily be reached by the Head of Admissions, or when a conviction is of sufficient seriousness to give rise to concern about the safety of members of the University’s community, a panel will be convened. Applicants will be notified that their case is being referred to a panel and will be asked if they wish to provide a written statement for consideration by the panel. 
The function of the panel is to consider all aspects of safeguarding and to assess whether what support the applicant would need to be able to successfully complete the programme A panel meeting may be held virtually via Microsoft Teams.
Membership of the panel will comprise: 
· Deputy Dean of School or nominee (Chair) 
· Head of Admissions 
· Programme Director (or other designated academic contact)
If appropriate, the Chair may also invite additional University staff to the panel if further advice is deemed necessary, e.g. the University’s Safeguarding Co-ordinator, Chief Student Officer, Head of Student Accommodation. 
3.4 The panel will either decide to uphold the offer as it stands, to amend existing conditions, offer an alternative programme of study, offer a deferred place, place restrictions on the applicant’s engagement with the University (e.g. in relation to student accommodation), or to withdraw the offer of a place entirely.
3.5 [bookmark: _Toc157413475][bookmark: _Toc100660109]The Head of Admissions will communicate any decision made by the panel to the offer-holder in writing, including reasons for the decisions made. Information on the right to appeal will also be provided.
Right of Appeal

Where the decision is taken to offer an alternative programme of study, offer a deferral, withdraw the offer of a place, and/or impose restrictions, applicants may request an appeal of the decision by e-mailing the Head of Admissions. This must be done within ten working days of receipt of the decision. 
The request for an appeal will be considered if it is felt that the correct procedures have not been followed or if additional information is available that may change the decision made. The appeal will be considered within no longer than ten working days of receipt of the request.
An Appeal Panel will be convened to consider the appeal, that will comprise of the following members. 
· A Member of the University Executive Group
· Chief Marketing, Communications and Student Recruitment Officer
The University’s Safeguarding Co-ordinator  may assist the Appeal Panel but will not be involved in the actual decision. Where the decision relates to a Regulated Programme, the view of the relevant Dean of School and/or a senior representative from the relevant profession may also be sought. 
The outcome of the Appeal will be communicated to the applicant by the Head of Admissions via e-mail. The communication will include reasons for the decisions made.
The Appeal Panel, may make the following decision:
· Uphold the original decision made, or 
· Replace the original decision with its own decision.
The Appeal outcome will not be reconsidered under another University policy or procedure.
Student Accommodation
An applicant may have also applied to the University for accommodation. As outlined in para 5.6 above the Head of Student Accommodation may be included in the decision making process for considering an applicant with previous convictions. If a decision is made to withdraw a place on a programme, or place further restrictions on the applicant with regard their accommodation, then in addition to the communication from the Head of Admissions notifying the applicant of the outcome of the decision (para 4.12 above), further communication will be sent to the applicant from the Head of Student Accommodation outlining the impact of that decision on their application for accommodation.    
4 [bookmark: _Toc157413484][bookmark: _Toc100660117][bookmark: _Toc210055508]Review and Approval
4.1 This Policy is to be checked on an annual basis to ensure it remains compliant with legislation and guidance. A formal review is completed every three years in line with the policy cycle. 
4.2 The Policy is approved by the University’s Academic Board.


Appendix 1

Programmes that require an enhanced DBS to be undertaken on entry.
Undergraduate
· BA Early Years Education & Professional Practice with Early Years Practitioner Status (EYPSD)
· BSc Education, Psychology and Educational Needs
· BSc Healthcare Science
· BSc Human Nutrition & Dietetics
· BSc Podiatry
· BA Primary 
· BA Primary QTS
· BSc Social Work
· BSc Speech & Language Therapy
· BA Youth & Community
Postgraduate
· PgD/MSc Dietetics 
· PgD/MSc Forensics
· PGCE Primary 
· All PGCE Secondary programmes
· MA Youth & Community Work 

Programmes that may require an enhanced DBS to be undertaken during the programme if a placement is undertaken.   
Other programmes may also require a DBS if the placement involves working with children and or vulnerable adults.   
· All BSc Sport Programmes
· BSc Psychology
· BSc Environmental Health
· BA Criminology
· BSc Health and Social Care
· MSc Health Psychology
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