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Safe Recruitment Policy 

Section A: Employment 

 

1 Introduction 

1.1 The Lawn Tennis Association Limited (LTA) has robust procedures in place to 
protect children, young people and adults at risk in British tennis, to ensure we 
maintain a positive and safe environment in our sport. 

1.2 The LTA complies with the National Safer Recruitment Procedures and relevant 
legislation to ensure a consistent and thorough process for recruitment of all 
volunteers and employees seeking to work with children, young people and adults 
considered at risk. 

1.3 In accordance with current legislation, any applicant intending to work in a 
Regulated Activity (see section B) with children, young people or adults at risk are 
required to complete a Barred List check prior to commencement of any voluntary or 
paid employment. We also require applicants for certain roles to complete an 
Enhanced Disclosure and Barring Service (DBS) check alongside this Barred List 
check prior to commencement of any voluntary or paid employment.  

1.4 The LTA Recruitment Policy outlines the broader recruitment and selection process 
undertaken by the organisation, including guidelines for those roles which are not 
defined as working in a Regulated Activity.  

1.5 The LTA will ensure all employees with responsibility for recruitment and selection 
are provided with the necessary training and guidance in line with the LTA 
Recruitment Policy and Safe Recruitment Policy. 

1.6 The LTA is a Registered Body with the Disclosure and Barring Service (DBS) and 
complies with National Safer Recruitment Procedures and the Protection of 
Freedoms Act 2012. 

1.7 The LTA recommends that all tennis venues follow the guidelines outlined in this 
policy. Observing these requirements will provide assurances to parents and tennis 
people that every reasonable measure is being taken to ensure suitable people are 
recruited to work with children young people and adults at risk. 

2 Qualification 

2.1 This Policy shall be applied consistently in relation to all employees regardless of 
age, disability, ethnicity, gender, gender reassignment, HIV status, marital or civil 
partnership status, pregnancy or maternity status, religion/belief or sexual 
orientation. 

2.2 The Board of the Tennis Foundation has adopted LTA policies and where applicable 
the words Lawn Tennis Association or LTA should be replaced by the Tennis 
Foundation or The Foundation. 

3 Recruitment and Selection Requirements 

3.1 The LTA is committed to safeguarding children, young people and adults at risk. We 
will demonstrate this commitment in a variety of ways, including: providing or 
referencing this policy in our job advertisements and/or online recruitment, 
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highlighting any requirements in job descriptions and asking candidates for the 
necessary information at the application stage to assess their suitability for the 
position which they are applying. 

3.2 Before a role is advertised the LTA Safeguarding Manager will make an assessment 
of the role to determine any involvement of work with children, young people or 
adults at risk. We will confirm if any background checks, such as an Enhanced DBS 
check and/or Barred List check is required before appointment.  

3.3 If an Enhanced DBS check and/or Barred List check is required, any adverts for the 
role will make reference to the applicant being subject to an Enhanced DBS check 
and/or Barred List check before appointment. Furthermore the advert will include a 
clearly defined job description and role specification which outlines the necessary 
skills, competencies, qualifications, responsibilities and duties required for the 
position. 

3.4 All applicants for roles which require an Enhanced DBS check and/or Barred List 
check are required to complete an application form to assess their suitability for the 
role. This form will provide essential information such as employment history (either 
paid or voluntary), further education background, academic or vocational 
qualifications.  

3.5 All applicants for roles which require an Enhanced DBS check and/or Barred List 
check are required to complete a declaration as part of their application, this section 
of the application form asks the applicant to declare any previous reprimands, 
warnings, cautions or convictions.  

3.6 We will take reasonable steps to confirm the applicant’s suitability for the role, 
including; verifying qualifications and professional memberships, assessing skills 
and relevant experience. Furthermore we will consider the applicant’s attitude and 
commitment towards our safeguarding practices and the promotion of well-being 
towards children, young people and adults deemed at risk. 

3.7 All applicants will be asked to provide a clear explanation for any significant gaps or 
repeated changes in employment history where no reasons have been provided on 
their application form. Any relevant information should be explored by the recruiting 
manager before final selection. 

3.8 The LTA will obtain at least two references in writing, one of which is usually from 
the previous or current employer. We may ask applicants for their permission to 
contact a referee before completion of selection interviews. All conditional offers of 
employment will be subject to receipt of satisfactory references. 

3.9 The LTA provides a thorough induction programme for all new employees including 
attending Safety and Well-Being in Tennis training. As part of the induction process 
we will ensure the colleague meets with any key people and familiarises themselves 
with our policies on safeguarding, disciplinary and whistle-blowing procedures. 

 
4 Enhanced DBS and Barred List Checks 

4.1 Any individual intending to work in Regulated Activity with children, young people or 
adults are required to complete an Enhanced DBS check and Barred List check 
before commencement of employment and at least every 3 years during their 
employment.  

4.2 Any individual intending to work in a role that does not require direct work with 
children, young people or adults deemed at risk will be required to complete an 
Enhanced DBS check (i.e. roles which are not defined as working in a Regulated 
Activity) before commencement of employment and at least every 3 years during 
their employment.  
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4.3 All conditional offers of employment are subject to receipt of a satisfactory 
Enhanced DBS check and Barred List check and if appropriate an Overseas 
Criminal Record check. The LTA’s Safeguarding Team will oversee the process for 
obtaining these checks.  

4.4 In order to minimise risk, if a role is not defined as Regulated Activity but requires an 
Enhanced DBS check and this check takes much longer than anticipated, in 
exceptional circumstances where a delay in employment start date may cause 
significant operational difficulties the Safeguarding Manager may authorise an 
individual to commence employment in a supervised capacity. However this does 
not apply to roles considered working in a Regulated activity. 

4.5 If we are not satisfied with the outcome of any of the above checks (DBS, Barred 
List check or Overseas Criminal Record check) we may decide to withdraw a 
conditional offer of employment. We may also withdraw a conditional offer of 
employment if an applicant has failed to co-operate with this process or if the 
process has not been completed within reasonable timescales. 

4.6 If someone is on the Barred List, a conditional offer of employment will be withdrawn 
immediately. If an Enhanced DBS check reveals a previous offence(s), the 
Safeguarding Manager will undertake a thorough risk assessment process to 
determine if a conditional offer of employment may proceed and if the new 
employee is authorised to commence employment (see Appendix 3).  

4.7 Employees who begin performing additional duties or a different role within the LTA 
will be asked to complete a Barred List check if their new role involves working in a 
Regulated Activity with children, young people or adults at risk. 

4.8 All agency workers and contractors engaged by the LTA are required to comply with 
the Enhanced DBS and Barred List Check requirements at all times as outlined in 
this Policy. If new or adverse information emerges or appropriate checks have not 
been made by the Agency the LTA will require the Agency to withdraw the 
temporary worker immediately. Furthermore the LTA will consider the implications of 
these Policy requirements on the engagement agreements confirmed for all 
contractors, including any additional vetting requirements for those roles engaged in 
Regulated Activity with children, young people or adults at risk. 

 
5 Advice for applicants from abroad  

5.1 The Disclosure and Barring Service is unable to obtain information for applicants 
who have lived overseas. The LTA will therefore not accept Enhanced DBS checks 
for colleagues who have been a resident in the UK for less than 2 years.  

5.2 An Overseas Criminal Record Check must be obtained and a declaration form 
completed (Appendix 1) as soon as a conditional offer of employment has been 
confirmed.  

5.3 If an applicant is in the process of relocating to the UK we strongly recommend that 
the Criminal Record Check is applied for in their country of residence, before they 
leave the country. This approach may prevent delays with employment 
commencement.  

5.4 If an Overseas Criminal Record Check is supplied in a foreign language the 
applicant will be asked to provide a copy translated in English. This copy must be 
endorsed by an authentication stamp by the approved embassy translator.  

5.5 The LTA will provide assistance towards the cost of the Overseas Criminal Record 
Check, of up to £44.                

5.6 If you are required to obtain an Overseas Criminal Record Check, you should 
contact the LTA’s Safeguarding Team for guidance (see section D 5.1). 
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Advice for Coaches, Officials and Volunteers from abroad intending to work in the UK 

5.7 All tennis venues are advised to follow the ‘Safe Recruitment for Tennis Venues’ 
guidance available on our website (www.lta.org.uk/safeguarding) and adopt the 
above Overseas Criminal Record Check requirements when recruiting applicants 
from abroad. 

5.8 The LTA cannot advise applicants directly on this matter and any Overseas Criminal 
Record Check requirements must be confirmed by the employing tennis venue. 

5.9 If the applicant plans to also apply for any LTA Qualifications, Coach or Officials 
Licensing or Registration, they must contact the LTA’s Safeguarding Team (see 
section D 5.1.). 

 

 

6 Annual Self-Declaration Checks during employment   

6.1 All colleagues, accredited coaches and officials are required to notify the LTA 
Safeguarding Team if they have been involved in any social care investigation or 
police investigation or if they have received any charges, cautions or convictions. 

6.2 The LTA will ensure all colleagues, coaches and officials complete an Annual Self-
Declaration Form on the anniversary of their employment (see Appendix 2).  

6.3 The LTA’s Safeguarding Team will oversee the process for obtaining self-
declaration forms. 

6.4 The LTA will proceed with the appropriate disciplinary action if the colleague fails to 
renew their Enhanced DBS check, Barred List check or complete their annual self-
declaration on request and within the required timescales.  

For more information on Safe Recruitment  Guidelines please refer to:

- Section B, for Legislation. - Section C, for Risk Assessments of DBS's.

- Section D, for Handling of DBS's.

http://www.lta.org.uk/safeguarding
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Section B: Legislation 

 
The Disclosure and Barring Service (DBS) and the Protection of Freedoms Act 2012 

 
1 Introduction 

1.1 The LTA is a Registered Body with the DBS and complies with National Safer 
Recruitment Procedures and relevant legislation. This means anyone who wishes to 
work with children, young people or adults at risk is legally required to complete an 
Enhanced DBS check and Barred List check prior to commencement of 
employment. 

1.2 DBS checks form part of our key procedures to safeguard children, young people 
and adults at risk in British tennis. This helps us to ensure we maintain a positive 
and safe environment in the sport. 

1.3 The LTA will regularly monitor the specific nature of roles and how each role is 
defined as Regulated Activity. The LTA has the discretion to determine which roles 
require an Enhanced DBS check and Barred List check, including any requirements 
which will apply.  

2 Regulated Activity in Tennis – Children and Young People 

2.1 This applies to someone who is working or volunteering with children and young 
people in Regulated Activity, which is defined as unsupervised contact. They must 
fall into one of the specific categories outlined below: 

A 

Work of a specified nature: coaching, training, supervising, giving advice or 
transportation. 

This must occur frequently (once a week for an on-going period), intensively (four or 
more occasions in any 30 day period), any overnight stay or ad-hoc (11 days or more 
occasions for any 12 month period). 

B 

Any type of work undertaken in schools, academies, nurseries or children’s centres 
(but not work by supervised volunteers). 

This must occur frequently (once a week for an on-going period), intensively (four or 
more occasions in any 30 day period), any overnight stay or ad-hoc (11 days or more 
occasions for any 12 month period). 

It must also provide the opportunity for contact with children and young people. 

C Any form of personal care or health care, even if done once. 

 

 

3 Supervision 

3.1 Supervision is defined in the Protection of Freedoms Act 2012 as: ‘day to day 
supervision as is reasonable in all circumstances for the purpose of protecting any 
children concerned’. 

3.2 In tennis we acknowledge that at times it is not always possible for a lead person to 
directly observe another person working with children and young people for the 
duration of sessions. If, this arrangement occurs on an ad-hoc basis and the lead 

Some examples of the types of  job roles  in each category are:

A - Tennis Coach, Club Welfare Officer, Official.

B - Receptionist, Staff or unsupervised volunteers in customer facing roles.

C - Physiotherapist.
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person reconvenes with the person being supervised and the group of children at 
the end of the session, then this is deemed practical and acceptable. These ad-hoc 
sessions must be less than 11 days in a year and not more than 4 days in a 30 day 
period. 

3.3 A lead person is defined as someone who is responsible for running an activity 
which involves others, such as volunteers, tournament organisers, coaching 
assistants and referees, must have been vetted and checked by the LTA. 

4 Regulated Activity in Tennis – Adults 

4.1 For someone working or volunteering with adults in a Regulated Activity, this is 
focussed on the activities required by the adult and not the setting in which the 
activity is received. Single contact or ‘once off’ contact is now defined as regulated 
activity and must fall into one of the specific categories shown below: 

X 

Work of a specified nature: any training, instruction, advice or guidance in relation to 
personal care; or 

Health care professions, social care professions or personal care. 

Y Assistance with personal matters or finances such as paying bills. 

Z 

Transport of an adult due to their age, illness or disability either to or from their place 
of residence and a place where they have or will receive health care, personal care 
or social care; or between places where they have or will receive health care, personal 
care or social care. 

 
 

 

 

 

 

 

5 Single DBS Disclosures for Colleagues 

5.1 With the implementation of the online DBS application form, known as E-bulk, the 
LTA Safeguarding Team will receive a notification that a DBS Disclosure has been 
sent to an applicant and whether there is any content on the disclosure, however, 
the LTA will not know the content of the disclosure. 

5.2 When the LTA receives notification that a DBS Disclosure with content has been 
sent to an applicant, the LTA will ask the applicant to send the original copy within 7 
calendar days. Please refer to Section A, paragraph 4.5 regarding the LTA’s 
decision for withdrawing any offer of employment.  

5.3 When the LTA Safeguarding Team receives a copy of the disclosure with content, 
The LTA will risk assess the DBS disclosure as set out in Appendix 3: LTA Risk 
Assessment Process for Colleagues.  

5.4 If the applicant is a member of the Update Service and their DBS includes content; if 
they do not provide the LTA Safeguarding Team with a copy within 21 days, the LTA 
are eligible to contact the Disclosure and Barring Service to obtain a duplicate copy 
of the DBS. Please refer to Section A, paragraph 4.5 regarding the LTA’s decision 
for withdrawing any offer of employment. 

Some examples of the types of job roles in each category are: 
X – Doctor, Physiotherapist, Sports Psychologist. 
Y – Volunteer helping with shopping for tennis kit/equipment, team captain purchasing flights for 
team members. 
Z – Anyone transporting an adult from their home to a physiotherapy centre.  
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6 Single DBS Checks for Coaches, Officials and Volunteers 

6.1 When the LTA receives notification that a DBS Disclosure with content has been 
sent to an applicant, the LTA will ask the applicant to send the original copy within 
21 calendar days.  

6.2 When the LTA Safeguarding Team receives a copy of the disclosure with content, 
The LTA will risk assess the DBS disclosure as set out in Section C of this Policy. 

6.3 If the applicant is a member of the Update Service, the LTA shall follow the process 
set out in Section B, paragraph 5.4 (above).  

7 Update Service (due for implementation in 2013) 

7.1 The Update Service allows those applicants who have joined this Service, to hold 
one DBS check for multiple roles of the equivalent position. This can only occur 
when the status of the position used to register onto the Service is the same as the 
position being applied for. 

7.2 If an applicant is already a member of the Update Service and they wish to update 
their DBS check for a position which they have been offered by the LTA, the LTA will 
comply with this policy, in particular, Section B, paragraph 5.4. Furthermore if the 
applicant’s original DBS check previously revealed any content this applicant will be 
required to produce the original copy to the Safeguarding Team.  

8 Rehabilitation of Offenders Act 1974 

8.1 Introduction       

8.1.1 The LTA complies with The Rehabilitation of Offenders Act 1974 and seeks 
to ensure that past offence(s) do not impact on an individual’s life after the 
offence(s), if they have continued to abide by the law. This usually means 
we do not consider any spent conviction unless the individual wishes to work 
with children, young people or adults at risk. 

8.1.2 When an individual is applying to work with children, young people or adults 
at risk, regardless of whether a conviction is deemed spent, they are 
required by law to tell their prospective employer. Failure to disclose this 
information at this stage means that the LTA (or other employer e.g. tennis 
club) can dismiss that person on the grounds of deception or lawfully decide 
not to employ them.  

8.2 DBS disclosures 

8.2.1 The LTA complies with The Rehabilitation of Offenders Act 1974 and seeks 
to ensure that past offence(s) do not impact on an individual’s life after the 
offence(s), if they have continued to abide by the law. This usually means 
we do not consider any spent conviction unless the individual wishes to work 
with children, young people or adults at risk. 

8.2.2 When a DBS check is sent to the Police, they will disclose any spent 
convictions, cautions, reprimands, warnings. They may also disclose other 
relevant information based on the position applied for. 

8.2.3 The LTA considers the type of warning, reprimand, caution or conviction and 
any other relevant information when completing a risk assessment of an 
individual’s suitability to work with children, young people or adults at risk. 

8.3 General points about the Rehabilitation of Offenders Act 1974  

8.3.1 A spent conviction is usually ignored after a specified period of time or 
rehabilitation. 

8.3.2 A Custodial sentence of more than 2.5 years will never become spent. 
Those with a sentence less than this become spent after a number of years 
depending on the sentence imposed. 
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8.3.3 A warning, reprimand or caution, will usually become spent immediately, 
unless there is conditional warning which becomes spent after 3 months. 

8.3.4 An individual convicted under the age of 17 usually has a rehabilitation 
period half that of someone over the age of 18. 

8.3.5 An individual who has received a conditional caution must declare this when 
asked, regardless of whether it is spent. 

8.3.6 Cautions do not need to be declared. 

8.4 Recruitment and Rehabilitation of Offenders Policy  

8.3.7 For further information, please refer to the Recruitment and Rehabilitation of 
Offenders Policy, which can be found online at www.lta.org.uk/DBS. 

 
   

http://www.lta.org.uk/crb
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Section C: DBS Risk Assessment for Coaches, Officials, and Volunteers 

 
1 Introduction 

1.1 When a DBS reveals a previous offence, the designated Vetting and Compliance 
Officer and Safeguarding Manager will conduct a thorough risk assessment 
regarding the applicant’s suitability for the course, accreditation or position that they 
have applied for. 

2 Risk Assessment Process 

2.1 The risk assessment process is taken into consideration in accordance with the LTA 
Disciplinary Code, to decide whether: 

• The application should be approved immediately; 

• Further information is required; or 

• The application requires referral to the LTA internal Case Management Group 
(CMG). 

3 Case Management Group (CMG) 

3.1 The Case Management Group (CMG) is an internal steering which supports the LTA 
Safeguarding Team to make decisions in accordance with the Safeguarding 
Procedures set out in the LTA Disciplinary Code and to advise generally on 
safeguarding matters, poor conduct and disciplinary matters. 

3.2      When a DBS is taken to the CMG as part of the risk assessment process, a report is 
presented to the CMG, with a range of options proposed. As listed in paragraph 2.1 
(above), the CMG either confirm one of these decisions or make a decision to refer 
the matter to one of the LTA’s Committees; Safeguarding and Protection Committee 
(SPC) or the Coach Licensing and Registration Committee (CLRC). Both 
Committees have jurisdiction to make a final decision on a case. 
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Section D: Handling of DBS Disclosures 

 
1 Introduction 

1.1. The Disclosure and Barring Service Code of Practice, requires all Registered Bodies 

to have a written policy on the correct handling and storage of DBS Disclosures and 
Disclosure information. 

1.2. The LTA uses the DBS service to help assess the suitability of applicants for 
positions of trust. We fully comply with the DBS Code of Practice regarding the 
correct handling, use, storage, retention and disposal of Disclosures and Disclosure 
information. 

1.3. The LTA also complies with its obligations under the Data Protection Act 1998 and 
other relevant legislation pertaining to the safe handling, use, storage, retention and 
disposal of Disclosure information. 

2 Storage and access 

2.1. Disclosure information is kept securely, in lockable, non-portable, storage containers 
with access strictly controlled and limited to those who are entitled to see it as part 
of their duties. Electronic disclosure information will be kept on a secure electronic 
password protected system. 

3 Handling, use, retention and disposal of DBS Disclosures 

3.1. In accordance with section 124 of the Police Act 1997, Disclosure information is only 
passed to those who are authorised to receive it in the course of their duties. A 
record is maintained of all those to whom Disclosures or Disclosure information 
have been revealed and it is a criminal offence to pass this information to anyone 
who is not entitled to receive it. 

3.2. Disclosure information is only used for the specific purpose for which it was 
requested and for which the applicant’s full consent has been given. 

3.3. Once recruitment or other relevant decisions, such as any necessary risk 
assessment, the LTA will only retain a copy of the Disclosure for six months. Only in 
exceptional circumstances, or where there are on-going disputes, will the LTA retain 
the Disclosure information for longer than six months in consultation with the DBS, 
with full consideration to the Data Protection Act 1998, Human Rights Act 1998 and 
the individual concerned before doing so. Throughout this time, the usual conditions 
regarding the safe storage and strictly controlled access will prevail. 

3.4. Once the retention period has lapsed, the LTA will immediately destroy Disclosure 
information by secure means, such as shredding, pulping or burning. Whilst being 
stored or awaiting destruction, Disclosure information will continue to be kept 
secure. 

3.5. Electronic disposal will be via the Capita electronic deletion system. Electronic 
information will always be retained within the password protected system until 
secure electronic deletion. 

3.6. The LTA will not keep any photocopy or other image of the Disclosure or any copy 
or representation of the contents of a Disclosure. However, notwithstanding the 
above, we may keep a record of the date of issue of a Disclosure, the name of the 
subject, the type of Disclosure requested, the position for which the Disclosure was 
requested, the unique reference number of the Disclosure and the details of the 
recruitment decision taken. 

4 The LTA as an Umbrella Body 

4.1. Before acting as an Umbrella Body (whereby the LTA countersigns applications and 
receives Disclosure information on behalf of other employers or recruiting 
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organisations), the LTA will take all reasonable steps to ensure that they will handle, 
use, store, retain and dispose of Disclosure information in full compliance with the 
DBS Code of Practice and in full accordance with this policy. 

4.2. The LTA also ensures that any individual, who requests applications for DBS 
Disclosures are countersigned, has such a written policy and, if necessary, will 
provide a model policy for that body or individual to use or adapt for this purpose. 

5 Useful Contacts 

5.1. The Safeguarding Team Administrator can be contacted on: 0208 487 7179 or 
DBS@LTA.org.uk 

5.2. Further information about the Overseas Criminal Record Check and DBS disclosure 
process is available on the LTA website at: http://www.lta.org.uk/DBS 

5.3. To find details of your current embassy: http://www.fco.gov.uk/en/travel-and-living-
/foreign-embassy-in-the-uk 

 
  

mailto:CRB@LTA.org.uk
http://www.lta.org.uk/crb
http://www.fco.gov.uk/en/travel-and-living-/foreign-embassy-in-the-uk
http://www.fco.gov.uk/en/travel-and-living-/foreign-embassy-in-the-uk
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Appendix 1: Declaration Form for Applicants intending to work in the 
UK 

The Disclosure and Barring Service (DBS) is unable to obtain information for applicants who have 
lived overseas. The LTA will therefore not accept DBS checks for colleagues who have been a 
resident in the UK for less than 2 years.  

An Overseas Criminal Record Check must be obtained alongside this completed declaration form 
as soon as a conditional offer of employment has been confirmed.  

If you are in the process of relocating to the UK we strongly recommend that you apply for your 
Criminal Record Check in your country of residence, before you leave this country. This approach 
may prevent delays with your employment commencement.  

If your Overseas Criminal Record Check is supplied in a foreign language you must arrange for 
this document to be translated in English. This translated copy must be endorsed by an 
authentication stamp by the approved embassy translator.  

 
 

LTA Colleague Declaration 

I confirm that I have read and understood the information provided in the Safe Recruitment Policy 
and outlined above.  

I agree to notify the Safeguarding Team as soon as I have requested my Overseas Criminal 
Record Check and to keep them informed on a weekly basis of the progress of my overseas 
application along with any issues that may be encountered which may cause any delays to this 
process. Upon receipt of the Overseas Criminal Records Check I will submit this immediately to 
the Safeguarding Team. 

I understand that if I have not provided an acceptable Overseas Criminal Record Check before 
completion of my employment probation period (as outlined in my terms and conditions of 
employment ) the LTA reserves the right to automatically extend my probation period or terminate 
my employment. 

I understand that my employment is conditional upon receipt of a satisfactory DBS check and 
barred list check from the UK and a satisfactory Overseas Criminal Record Check. 

Full Name: 

Signed: 

Dated: 

 
 
If you have any questions regarding the completion of this form please contact: 
 

• The Safeguarding Team Administrator on: 0208 487 7179 or DBS@LTA.org.uk 

 

Further information is available: 

• on the LTA website at: http://www.lta.org.uk/DBS; and 

• about your current embassy at: http://www.fco.gov.uk/en/travel-and-living-/foreign-
embassy-in-the-uk. 

 

 

mailto:CRB@LTA.org.uk
http://www.lta.org.uk/DBS
http://www.fco.gov.uk/en/travel-and-living-/foreign-embassy-in-the-uk
http://www.fco.gov.uk/en/travel-and-living-/foreign-embassy-in-the-uk
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Appendix 2:  Employee Annual Self Declaration Form  

All colleagues have a duty to immediately notify the LTA Safeguarding Team if they have been 
involved in any social care investigation or police investigation or if they have received any new 
charges, cautions or convictions during the course of their employment. 

The following declaration form will be sent to colleagues by the Safeguarding Team on the 
anniversary of their employment, if their role involves working with children, young people or adults 
at risk. 

The form must be returned to the LTA’s Safeguarding Team within 10 working days of receipt. If 
colleagues are not able to return the declaration form within these timescales they must contact the 
Safeguarding Manager to agree an alternative submission deadline. Failure to co-operate with this 
process may lead to disciplinary action. 

 
 
 
 
 
 

Name: 

Date of Birth: 

Since the completion of your last DBS check and/or Barred List check: 

Have you received any new reprimands, cautions or convictions? 

If yes please give details:  

Have you been sanctioned or disciplined for any matter relating to child abuse, adults at risk, sexual 
offences, violence, drink driving or use of illicit drugs? 

If yes please give details: 

Are you currently subject to a police or social care investigation, or have been but it did not result in 
a criminal conviction? 

If yes please give details: 
 

I confirm that the above information is correct to the best of my knowledge.  

I understand that if any information of a serious nature is later discovered to be incorrect or 
omitted this may result in disciplinary action, which may result in termination of 
employment.  

I hereby give consent to the LTA processing the data supplied on this form for Safeguarding 
monitoring purposes. 

Signed: 

Dated: 
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Appendix 3: LTA Risk Assessment Process for Colleagues 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Safeguarding Manager confirms recommendations from 
the Risk Assessment Checklist with the Human 

Resources Business Partner and agrees next steps:- 

Applicant DBS Check reveals information.  

Safeguarding Manager conducts a thorough Risk 
Assessment to determine any degree of risk posed by the 
applicant and completes a Risk Assessment Checklist*.  

 
 
 

provides Human Resources Business Partner with 
relevant information and recommendations 

Safeguarding Manager reviews all information and 
contacts the applicant to verify the information and obtain 

a detailed supporting statement.  

Withdraw conditional offer 
of employment 

Proceed with employment  
 

Consideration will also be 
given as to what, if any, 

risk monitoring or 
supervision is required in 

consultation with the 
applicant line manager. 

*The Risk Assessment Checklist includes consideration on the following: 
 

I. Whether the offence is relevant to the position being recruited to 
II. The seriousness of the offence or matter revealed 

III. When the offence happened including any sentence 
IV. Whether the individual has a pattern of offending behaviour 
V. Whether the individual’s circumstances have changed since the offending behaviour 

VI. The circumstances surrounding the offence and explanation offered by the individual  
VII. Efforts to avoid re-offending 

VIII. Safeguards against offending at work, the extent of supervision / direct contact 

IX. The individual’s attitude towards the offence. 
 


