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Logging on and resetting your password

Before you attend My Church People training, you will have received initial login
details for the system. When these initial logins are inputted onto the website, you
will be asked to change your temporary password to set up password recovery.

Firstly, go to the website. This can be located at https://mcpwales.dioce.se

& Please Log In

Please enter your Login and Password

Login: | p
Password: | |
Log'in

Forgotten your Password?
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Next, enter your given login details and click on the ‘Log In’ button.

& Please Log In

Please enter your Login and Password

Login (I @churchinwales.org.uk |

PEESWG rd: lmwun e |

Forgotten your Password?
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You will be redirected to the following page that will ask you to update your
password. If you follow the criteria asked, everything should run smoothly. The
system asks that your password must be at least 10 characters long and must
contain at least 3 out of the following 4 requirements. Please see below.

Iﬁ ; Choose to do this anather time
Update Password

Your password has expired, please update it below

New Password: |
Re-enter Password:|

Your new password must satisfy the following criteria

Be at least 10 characters long
It must contain at least 3 out of the following 4...
Have one upper case character in it (A through Z)
Have one lower case character in it (a through z)
Have one numerical digit in it (0 through 9)
Have one non-alphanumeric character in it (for example ! $ 4)

Please note that you are given the option to ‘Choose to do this another time’ but it is
advised that you change it as soon as possible to set up password recovery.

= [[Shoose to do this another tme]
Update Password

Your password has expired, please update it below

Church in Wales - My Church People User Guide V1.0



o
“§ THE CHURCH 6
A IN WALES

YR EGLWYSF
ynog NGHYMRU %

As you start to create your password and fill the in the box labelled ‘New Password’
the system will start to recognize that you meet the criteria.

Chocse to do this ancth
= Update Password . i

Your passwornd has expired, please update it below

&
| New Password]|{ |
Re-enter Password: | ]

Your new password must satisfy the following criteria:

Be at least 10 characters long
It must contain at least 3 out of the following 4... «
Have one upper case character in it (A through Z)
Have one lower case character in it (a through 2)
Have one numerical digit in it (0 through 9)
Have one non-alphanumeric character in it (for example ! % )

This is indicated via the password strength indicator above the box labeled ‘New
Password’. The higher the indicator, the stronger the password is. Please see below.

@ Choose to do this another time
Update Password

Your password has expired, please update it below

GEENE
MNew Password: [ I

Re-enter Password:| |

Church in Wales - My Church People User Guide V1.0
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Once you have entered your new password and the indicator has recognized it
meets the correct criteria, re-enter it in the box labelled ‘Re-enter Password’
underneath the ‘New Password’ box.

é Chioose to do this another teme
Update Password

Your password has expired, please update it below

[ { — | re— o
.|""""" .@.|_.

Your new passwaord must satisfy the following criteria;

Be at least 10 characters long «
It must contain at least 3 out of the following 4.« « »
Have one upper case character in it (A through Z)
Have one lower case character in it (3 through z)
Have one numerical digit in it (0 through 9)
Have one non-alphanumeric character in it (for example ! $ .5

Once that is completed, all you need to do is click on the ‘Update Password’ button
as seen below. This should successfully log you into the system and direct you to the
home screen.

i - Chocre 1o do this anothes Eime
Update Password

Your password has expired, please update it balow

Mew Password: seessssase |
Re-enter Password: |--........I | "

Update Fassword

Your new password must satisfy the following criteria;

Be at least 10 characters long «
It must cantain at least 3 out of the following 4.« « «
Have one upper case character in it (A through £)
Have ane lower case character init (a through 2)
Have one numencal digit in it (0 through 9)
Have one non-alphanumeric character in it (for example | $ 4)

Church in Wales - My Church People User Guide V1.0



YR EGLWYS

7% THE CHURCH 8
ynG NGHYMRU %t

A IN WALES

Locating your My People List

Once you have successfully logged into My Church People, you should see the
home screen.

Click on the ‘My People’ option on the left-hand menu to view the people in your
Ministry Area.

There are 47 DBS checks ongoing

D Home There are 2 people whose roles lack DBS requirements
@ My people

e South Cardiff
= List view

Ministry Area of South Cardiff
% Checks to be started S A i S S et

@ Find/Add Someone SNl B Se ;a:;ilfﬁmgﬂm
El Ongoing checks St Saviour, Splott

Gl Completed checks

@& Area Admin

&4 Attendance Report
&4 Exception Report
B Data FAQ.s

& Flow Charts
Adult Child
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The screen will then show a list of your own people, each with specific roles attached
to them. This data has been inputted from the Info Net.

My People

> Home
Gl © -

@ M}' PEDple DES Check of Liandaff

E List view Ministry Area Leader of Ministry Area of South Cardifl

Verifier of Ministry Area of South Cardiff

@ Checks to be started Childrens Group Leader of St '—.1_%:'- Church and Community Hall

Grangeiown (v) s

@ Find/Add Someone Nursery-Play :-Z-!'-‘.f-.-}:’.I”."-_-;'-'f of St Mary the Virgin, Bute Street, C.:r-..‘:?.'-.-@
EJ Ongoing checks Ongoing DBS Check inratead on 73 March 2627

Level Enhanced, Type: Child & Adult
i1 CDmplEtEd checks verifier: (I, (a5 vet unverified)

@ Area Admin e

&4 Attendance Report T ,

+add nen A
A Exception Repgrt - poch b | :

Churchwarden of 5t Mary the Virgin, Bute Streat,

k4 Data FA.Q.s Cardiff
Gngmrg DBS Check inirlatued oo 17 May 2003
& Flow Charts Level Enhanced, Type: Child & Adult
Adult Child verifier QI |25 yet unverified)
V] I Il

4 = 'Des-ul.d ...................
— E'_'.'._\,I.-ﬁ.'- n OrCETENs m“:

Childrens Group Leader of St Mary the Virgin, Bute

street, Cardiff () L

GHEL'H“E DBS Check inirialsed on [4 juy J023
Level Enhanced, Type: Child
verifier: I - (25 vet unverifizd)

Gl © + aap -

i Zmra=eea Cmba B Adyls

Church Secretary of St Mary the Virgin. Bute Street. . DS ot vald

Cardiff St o S |
Churchwarden of St Mary the Virgin, Bute Street,

Cardifi @

Spirituality Officer of Llandaif

Verifier of Ministry Area of South Cardiff

Church in Wales - My Church People User Guide V1.0
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Navigating your My People list

You are now able to navigate through your people list and make amendments as you
see fit. Whether it's from initializing checks and changing shields to even adding
people to the system.

To initialize a DBS check, you must first make sure that you define the DBS
requirements for that certain role. This gives APCS and the DBS an understanding
as to what the best requirement is for that role, based on your own perception of the
role and the people they work with.

Church in Wales - My Church People User Guide V1.0
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If you hold your mouse cursor over a red shield on someone’s record, a comment
will appear indicating action to be taken. In this instance the DBS requirements need
to be defined.

My People

O Home T
@ My people G i oSt nerge B

DEBS Check of Llandalf

E List view Ministry Area Leader of Ministry Area of South Cardiff
Verifier of Mms'r} r:rea of Sau h Curdl'rf

%. ChECkS o bE StartEd Children & Families Support ar of 5t Pauls Church and Commiunity Hall,
@ Find/Add Someone e MAnage the Virgin, Bute Street, Cardiff (v) @
B Dnguing checks MW i d&d

Level: Enhanced, Type: Child & Adult
ﬁl CDmPIEtEd verifier (D (= vet unverified)
checlﬁ PP 0BT WA By [ i ALK
i% Area Admin

: —— E
& Attendance G |25 ot e ‘&

Churchwarden of 5t Mary the Virgin, Bute Strest,

Report Cardiff

i Ongoing DBS Check
ﬁ EXEEPUO” Level: Enhanced. Type: Child & -du]t
REEJDJT verifier (D :: ot unverified)

k4 Data FA.Qs
& Flow Charts D

Church Sacretary of 5t Mary the Virgin, Bute Street.
Cardiff
Churchwarden of 5t Mary the Virgin, Bute Strest,
Cardiff
Spirituality Officer of Llandaff
Verifier of Ministry Area of South Cardiff
Vicar of Ministry Area of South Cardiff
Children & Families Leader of St Dyfrig and St Samson. Grangetown (v) X
Childrens Group Leader of 5t Dyfrig and 5t Samson, Grangetown () @
Gl v

Ongoing DBS Check Pikiolfaur o0 J Al 20

Level: Enhanced, Type: Child & Adult

verifier (D :: vt vnverified)

Adult Child

Church in Wales - My Church People User Guide V1.0
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Defining DBS Requirements

After the steps above, click on the shield, a pop-up will appear below.

My Peaple
f
D G

b [ ervs To Di Ctarten
TTE0E

1 mrlfAAA S
L (™ [) A il ) A%

5 Ongoingcherk

1.0rgch
i Record DBS Requirements for

DAMCA AL G ; chidrens Group Leader 3: 5t Paufs Church and Commaty Hal, Grangetown

I'

CES5 Reguiramanty | M decide later | Fiid

& Flow Ch

Church in Wales - My Church People User Guide V1.0
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If you click on the small arrow on the right-hand side of the dropdown, you should be

provided with a list of options to select from.

L
G
e | Record DBS Requirements for
SATEE O G - - chidrens Group Leader = S Pauls Church and Community Hall, Grangetown

0S5 Reguiremenss | ™ decide later |

& Excepti{ | pm T -

Mo DBS reguried

T - - A | e

=l Data Fs Barsic
ey ; Basc
& Flow Ch Enhunced Chid & Adult
Erbanced Child & Adul
Ertranced Child & Adule with Child Barring
Erbhanced Child & Adultweh Aduk Barring
Erlhanced Child & Adyls with Home Barning
Eriranced Child & Adulz with Chid & Adul Barring
Erhanced Child & Adult vith Child & Home Barring
Erhanced Child & Adult with Adul & Home Barming T
Erirarced Child & Adul with Chid, Adul L Home Et:r".rE
Enhanced Child
Erbanced Child
Erranced Child with Child Barring
Erhanced Child with Home Barrirg
Erihanced Child weh Child & Home Barrirg

1 Enhanced Adult

From there on, you can select what type of DBS that person needs based on their

B

kY

role. Please note that the DBS does not provide specific DBS requirements for each

role and leaves it up to your own perception (this has been set in place due to the

knowledge that every church works differently regarding DBS applications and

setting role requirements)

The My Church People system, however, provides you with Child and Adult
flowcharts to use as guidance. See next page.

Church in Wales - My Church People User Guide V1.0
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Locating Adult and Child flowcharts

You can locate this by clicking on the ‘Adult’ or ‘Child’ option (depending on the role)
under the ‘Flow Charts’ tab within the contents on the left side of your screen.

D Home

@ My people

& List view

% Checks to be started
@ Find/Add Someone
Bl Ongoing checks

Gl Completed checks
& Area Admin

&1 Attendance Report
&4 Exception Report
4 Data FA.Qs

& Flow Charts
Adult Chald

There are 37 DBS checks ongoing

There are 2 pecple whose roles lack DBS requirements

South Cardiff

Ministry Area of South Cardiff
St Dyfrig and St Samson, Grangetown
St Mary the Virgin, Bute Street, Cardiff
5t Paul's Church and Community Hall, Grangetown
St Saviour, Splott

Once you click on the option (as labelled) you should be redirected to a new tab.
This will contain a readable PDF document that visualizes the flow chart.

Church in Wales - My Church People User Guide V1.0
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Navigating the Adult and Child flowcharts

Handling the flowcharts should be relatively easy if you have a standard knowledge
of the person and their role within the church.
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DBS Flowchart for roles working with Adults at Risk

Please work through the flowchart, circling nachlnlun you make
to arrive at the type of DBS check you are requesting.

Eligibla for
Is tha role a membar of clergy? Enhanced DBS check
with barring list.

Is this role a PCC Trustoo?
(Church in Wales policy
requires minimum of 3 PCC
members to be checked).

Does this role involve looking
after cash, bills or shopping Eligible for
of an adult at risk; or driving Enhanced DBS chock

them to where they recoive with barring list.
health or social care?

Can you
guarantoo
that this
nctivity will
not be
frequent,
imensive or
overnight?

Does this role involve
teaching, advising or guiding
adults at risk?

You may require a Basic DBS Check.
Please contact the DBS Team.

Church in Wales - My Church People User Guide V1.0
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If you follow the “yes” or “no” options down or across the flowchart, you should be
able to determine a rough idea as to what type of DBS requirement a person needs.

‘Eligible for Enhanced DBS check with barring list’ would be equivalent to an
Enhanced Child and Adult with Child and Adult Barring check.

- ‘Eligible for Enhanced DBS check without barring’ would be equivalent to an
Enhanced Child or an Enhanced Adult check, only without the barring
attached.

- If you reach the bottom of the flowchart, it suggests that you may require a
Basic DBS Check and contact the DBS Team. Not every role requires a DBS,
and this box has been put in place to suggest that your applicant may not
even need a check. Please don't expect to get a confirmed answer from the
DBS regarding what type of requirements should be set for the role. This
should be solely decided by you. Please see below.

PLEASE NOTE: DBS application requirements are set only by
the DBS and legal team because of the certainty of what they do
in their role. Each DBS application should be risk assessed by
role/duties held by an individual within the MA or individual
church. We cannot provide a list of which role requires which
DBS check because there is no standardisation of roles across
the province. Each diocese has multiple roles with varied duties
which change DBS requirements per application.

Church in Wales - My Church People User Guide V1.0
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The same applies for the Child flow chart:
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DBES Flowchart for roles working with Children

Please work through the flowchart, circling aar.hm:lslon you make

to arrive at the type of DBS check you are requesting

Eligible for
Is the role a member of clergy? @ 'l Enhanced DBS chock
with barring lisL

Is this role a PCC Trusteo?
(Church in Wales policy requires
minimum of 3 PCC members
to be checkod)

Doos the role involve
halping ill or disabled children
with eating and drinking, or
helping ill, disabled or young
children with washing or
going to the toilet?

Eligible for
all Enhanced DBS chock
with barring list.

Does the role involve Will the work
teaching, training or supervising be done
children but not in a school, frequently
nursery, childron's centre or (more than Will they be
home, youth offenders’ institute Jtimes a
or childcare premises? Or giving month) or
advice about physical, emotional batwoean
or educational well being? 2am = 6am?

o " Will the work be dona
dﬂfo-_u: it ::1:: w? _@__ frequently (more than
riving children 3 times a month)?

supervised?

You may require a Basic Eligible for
DBS Check. Please Enhanced DBS check
contact the DBS Team. with barring list

Church in Wales - My Church People User Guide V1.0
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‘Eligible for Enhanced DBS check with barring list’ would be equivalent to an
Enhanced Child and Adult with Child and Adult Barring check.

‘Eligible for Enhanced DBS check without barring’ would be equivalent to an
Enhanced Child or an Enhanced Adult check, only without the barring
attached.

If you reach the bottom of the flowchart, it suggests that you may require a
Basic DBS Check and contact the DBS Team. Not every role requires a DBS,
and this box has been put in place to suggest that your applicant may not
even need a check. Please don't expect to get a confirmed answer from the
DBS regarding what type of requirements should be set for the role. This
should be solely decided by you. Please see previous page.

Church in Wales - My Church People User Guide V1.0
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Initializing the DBS Check

19

Now that you have provided role requirements for initializing your DBS check, you

are finally able to start the DBS check application process.

You can start this by hovering over the initialize a check option (under DBS not valid)

and then clicking on it. You will be redirected to the following page.

Ongoing DBS Check
Level Enhanced, Type: Child

verifier G :: =t unverified)

— . {DBSmotvald Al
Churchwarden of St Dyfrig and 5t Samson, S R R i
Grangetown

Ongoing DBS Check vaskiea on J7 Marcn 2023
Level Enhanced, Type: Child & Adult

4 ! DES not vabid i
GD ftrir
aroiff (v

.

—— B &

Church Treasurer of St Dyfrig and St Samson,
Grangetown

Churchwarden of 5t Dyfrig and St Samson, Grangetown
ap »

Ongoing DBS Check

Level Enhanced, Type: Child & Adult

verifier G - =t unverified)

Ongoing DBS Check
Level, Enhanced, Type: Child

verifier: CEED (55 vt urverified)

) e A

Church in Wales - My Church People User Guide V1.0
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This page will pop up once you have clicked the “Initialise a check” function. You will
need to fill out a few of the boxes and dropdowns before sending application email
off.

2 Cymraeg
tgj

log out
Set things up for Update Service

[ Home GlD

@ Wy people iy

E List view ~— back to list

% Checks to be started Position applied for [Position applied for |
@ Find/Add Someone Level [Enhancedv|  Workforce
] Ongoing checks 15 1t avelunteer or salaried role?
@ Completed checks NORS plotes J
& Area Admin

&4 Attendance Report
&4 Exception Report
t Data FA.Q.s

& Flow Charts
Adult Child

Church in Wales - My Church People User Guide V1.0
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First, you will need to fill out the “Position applied for” box with the role they are
applying a DBS check for. In this case, for Margot, it would be a Junior-Kids Church
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Leader, but it depends on the role you add.

O Home

@ My people

E List view

% Checks to be started
@ Find/Add Someone
El Ongoing checks

GGl Completed checks
& Area Admin

24 Attendance Report
&1 Exception Report
B Data FA.Q.s

& Flow Charts
Adult Child

Set things up for Update Service

Requires: Enthanced Child

(initialisad on 09/08/23)

+— back to list

Cymraeg

Positien apphied for [Chlldren's Group Leader

Workforce

Is it a volunteer or salaned role?

MNotes [Motes

Church in Wales - My Church People User Guide V1.0
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Next, you will be required to select the entry level and workforce for the DBS check.
The system provides the previously set requirements under the name of the
applicant as guidance to filling it out.

© Home

@ My people

& List view

% Checks to be started
@ Find/Add Someone
E Ongoing checks

Bl Completed checks
% Area Admin

=4 Attendance Report
=4 Exception Report
F Data FA.Q.s

=& Flow Charts
Adult Child

Requires: Enhanced Child
(ininalsad on 0S/08/23)

«— back to list

Set things up for Update Service

Position applied for \Children's Group Leader

Level [Enhanced v Workforce
Select. 7
Is ar salaried role:
Basic T

|

Church in Wales - My Church People User Guide V1.0
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With both the entry level and workforce dropdown, you are provided with various

options.

- For the Entry level, you have the option for Basic or Enhanced.

- For the workforce, as seen here, you are the given the options for solely Adult
and Child or both. For this case, the requirements were set as Enhanced
Child so they would be selected accordingly.

O Home

@ My people

& List view

% Checks to be started
@ Find/Add Someone
E Ongoing checks

Bl Completed checks
i Area Admin

=4 Attendance Report
&1 Exception Report
B Data FAQ.s

s Flow Charts
Adult Child

Cymraeg
Iog ot
Set things up for Update Sarvice
Requires: Enhanced Child
{initialisad on 0/08/23)
« back to list
Position applied for k:r.u,jrm-s Group Leader ]
Level |Enhanced v Workforce
Is it avolunteer or salaried role? | Select..
Adult |
Child & Adult
—

Church in Wales - My Church People User Guide V1.0
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Next, you need to select whether the role is volunteer or salaried (based on your
knowledge of the person in that role) For this example, we have selected volunteer.
It is also worth noting that you can select “Child Barring” or “Adult Barring” if the
requirements ask it. Please refer to FAQ at the end of this guide for definitions on
‘Child Barring’ and ‘Adult Barring'.

2o ——
@ -
D Home - Set things up for Update Service
iy peapie e
H List view — back to list
% Checks to be started position applied for [Chikdren's Group Leader ]
@ Find/Add Someone Level Workforce  [Chid _v]
El Ongoing checks Is it a volunteer or salaried role?  [Select... v
@ Completed checks GMISUTEE. O Mo B soonicd” |
@& Area Admin e
&4 Attendance Report Save]
&4 Exception Report
4 Data FAQs
& Flow Charts
Adult. Child
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© Home

@ My people

= List view

% Checks to be started
@ Find/Add Someone
El Ongoing checks

il Completed checks
& Area Admin

&1 Attendance Report
&1 Exception Report
4 Data FAQs

= Flow Charts
Adult Child

Requires: Enhanced Child

(nitialised on ON0E/23)

«— back to list

Set things up for Update Service

Position applied for [.L-_hur_rrm Group Leader |

Level |Enhanced v Workforce
Is it a volunteer or salaried rale?

Child Barning? E Work at Home? E

Notes [Notes

We have left this unticked as we only require an “Enhanced Child” DBS check,
therefore | won't be requiring them.
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Once you have selected whether the role is “salaried” or “volunteer”, the option to
choose a “verifier” should become available.

7, Cymraeg
) -

Set things up for Update Service
O Home D

Requires: Enhanced Child
@ MY people (initialised on 05/08723)
& List view «— back to list
ec O De e Position applied for |Children's Group Leader
% Checks to be started e ]
@ Find/Add Someone Level Workforce
El Ongﬂing ChECkS Is it a volunteer or salaried role?  |Volunteer
.EL CDI'I'IpIEtEd ChECkS Child Barring? O  Workat Home? O
MNotes InNotes
& Area Admin
4 Attendance Report & View Map )
4 Exception Report ot
Liser iD -
) Data FAQs =
& Flow Charts
Adult Child
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Once you have clicked on the verifier option as seen on the previous page, you
should then be able to input the name and email of the verifier, whoever you choose
to nominate. Please remember that an applicant cannot verify themselves. Please
refer to FAQ at the end of this guide.

© Home

@ My people

= List view

% Checks to be started
@ Find/Add Someone
El Ongoing checks

Bl Completed checks
i Area Admin

& Attendance Report
&1 Exception Report
4 Data FAQ.s

s& Flow Charts
Adult Child

Requires: Enhanced Child
[nitizlized on 09/08/23)

— back to list

Set things up for Update Service

Child Barring? O

Position applied for [Children's Group Leader |

Is it a volunteer or salaned role? [Velunteer v

Work at Home? 0O

Workforce

Notes |Notas

& View Map
verifier # Other

Verifier name |Verifier name

verifier email fJe::.".[rr emall
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Once you have inputted the details of the verifier, you will need to click on the “Email
application to applicant” link to send the application form off to the desired applicant.

..*f"‘-x_ Cymraeg
!\’t-.u; log out.
Set things up for Update Service

0 Home [

Requires: Enhanced Child
@ My people o
& List view — badkto list
%& Checks to be started Position applied for |Children‘s Group Leader |
@ Find/Add Someone Level [Enhancedv]  Workforce
El Ongoing checks Is it a volunteer or salaried role”  [Volunteer v
il Completed checks Cic-Darigt. €@ Vet Home?: O
Notes |[Notes
& Area Admin
= Attendance Report & View Map
&4 Exception Report VIR SSsher
a Data FA. Q 5 Verifier name — ]
Verfier email
By C ) )
ow Charts
Adult Child
&% Email application to applicant
Save|
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This means that the applicant will receive an automatic email from the DBS (under
the email address of the verifier) explaining that an ongoing check has been started
for them. It will also provide login details for APCS (the DBS check processing
system) so they can fill out the online application form.

Set things up for Update Service
O Home GlD
Requires: Enhanced Child
@ MF pEDp'E (nitialised on OH08/23)
E List view — backto list
% Checks to be started Position applied for Children's Group Leader
@ Find/Add Someone Level Enhanced Workforce Child
El Dngﬂiﬂg ChECkS Is it a veluntesr or salaried rale? Volunteer
Child B * O Workat Home? O
fll Completed checks ki e
MNotes lnotes
& Area Admin J
&4 Attendance Report verifier ® Other @ Change verifier
&4 Exception Report —
Verifier nama
B Data FAQs )
verifier email _
& Flow Charts vser 10 QD [ Clear User ID
Adult Child
Application sent on 9 August 2023 1837
L= Emall reminder to applicant
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Find / Add Someone

Next, we will be looking at how to add someone who isn't already on the system. To
add someone to the system from scratch, you will need to navigate the “Find/Add
Someone” option on the left-hand menu. You will also be required to navigate this
when trying to find someone’s record on the system. Please see below.

b

There are 38 DBS checks ongaing

© Home
® My people South Cardiff
E List view Mml?q:i?afﬁti: m.;:;ill.fmmm
B checks 1o be Startad | erasav e
@ Find/Add Someone St Saviour, Splott
E2 Ongoing checks
G Completed checks
@ Area Admin
&4 Attendance Report
&4 Exception Report
k4 Data FA.Q.s
& Flow Charts
Adult Child
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Once you have clicked on this option, you will see a search box appear on the right-
hand side of the screen. In the search bar, type the name of the person you would

like to add.

[ Home

@ My people

E List view

% Checks to be started
@ Find/Add Someone
E Ongoing checks

il Completed checks
% Area Admin

&4 Attendance Report
&1 Exception Report
B Data FAQ.s

% Flow Charts
Adult Child

Add Contact

Search for the contact. if you cannot find them you will be given the chance to add
a new one

| Search.

Church in Wales - My Church People User Guide V1.0


Mikewakeman
Highlight


24 THE CHURCH 32
A IN WALES

YR EGLWYSFS
ynG NGHYMRU s

Once you have searched the name in the search button and “no results” appear.
Click on the “Add a new person” button to create a new record to be added to the

system.

S

@,

© Home
@ My people
= List view
% Checks to be started
@ Find/Add Someone
E Ongoing checks
& Completed checks
& Area Admin
4 Attendance Report
&4 Exception Report
) Data FAQ.s
& Flow Charts

Adult Child

Add Contact

search for the contact, if you cannot find them you will be given the chance to add
4 new ane

| greta gershwin J

@ Mo results
@ Add a new person
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Once you have clicked on that, this dashboard will appear on your screen. This
allows you to fill out the relevant details to create a record for someone new on the
system. Just fill out the boxes (importantly the ones highlighted with a yellow tinge)
to save the record to the system.

If you are unsure of the postcode, email, or telephone number for the applicant, you
can always type in ‘- * to save the details and edit accordingly later in the process.

© Home

@ My people

& List view

%\ Checks to be started
@ Find/Add Someone
& Ongoing checks

&l Completed checks
& Area Admin

&4 Attendance Report
&4 Exception Report
k= Data FA.Q.s

s Flow Charts
Adult Child

Record details of this new person

Title [Se!ect v|

Initials lll'tll‘l<'||5 |

First name [Hrgt name |

Full forenames (if different) [Fu:l forenames (if different) |

Last name ILagt name |

Postcode h{pe ! if not known
Address [address

l
I
|

Email jtype - if not known
Telephone ftype * if not known
Mobile (if different) (Mobile (if different)

Other phone [Other phone

Date of Birth [:

Certificate Number |Cert||'i|:<1te Number |
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For this instance, we have used a random address, a fake email and telephone just
for display purposes. This is what an ideal layout would look like.

IMPORTANT: Please ensure that the box labelled “Certificate
number” must be left blank.

Record details of this new person

© Home .
Title [Ms v|
@ My people Initials [GD |
E List view First name |Greta |
% Checks to be started Full forenames (if different) [Greta Diane ]
@ Find/Add Someone Last name  [Gershwin |

: Gend
= Ongoing checks . e |

Postcode GR12 8xY
& Completed checks
_ Address (776 Heyday Lane ]
& Area Admin e |
=4 Attendance Report [Herefordshire |
=4 Exception Report | |
B Data FA.Q.s | |
Email i
Telephone [01764 889012 |
Adult Child

Mobile (if different) [‘-_-‘:ol:-- e (if different) I
Other phone I-;'_).r_?.er phone l
Date of Birth
Certificate Number |.:.;.rt_f.;.5m Number |
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Once you have clicked on the “Save” button, you will be directed to this dashboard.

The record of your new person has been created on the system.

However, you will see that your new person's record is not on your "People List."

This is due to the fact, that you will need to add a new role to their record to move
them across. Currently, the person has a record in the system, but a role must be
assigned under a certain church from the list.

> Home

@ My people

& List view

% Checks to be started
@ Find/Add Someone
& Ongoing checks

Gl Completed checks
& Area Admin

#4 Attendance Report
=4 Exception Report
= Data FA.Qs

st Flow Charts
Adult Child

Details of Greta Gershwin ™ 20d new

pBs: [
+« back
(edit these details)

Set things up for Update Service

Address 776 Heyday Lane
Whylie
Herefordshire
Postcode GR12 BXY
Ernail Gershwinis@dmail.com
Telephone 01764 889012
Mobile (if different)
Orher phone
Date of Birth 19/08/81

Certificate Number
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When you click on the “add a new role” option, this pop-up will appear. It will ask you
to select a church of which the role applies to. You also can select the “Ministry

Area” as an option as well, if a person is acting under several churches as opposed
to one.

GED

(> Home Details of Greta Gershwin
ey ; v .l \f r_\- 20 :_-.'! Ak 3 nesw rode for Greta Gerstwin dose
" | |_I St ew Flasss salact 5 place for this role_
T | Ministry Area of South Cardiff

o LNecKs 1o St Dyfrig and St Samson, Grangetown

St Mary the Virgin, Bute Street, Cardiff

D E i n cl/A A ¢ St Pauls Church and Community Hall, Grangetown

= sl ey St Sarviour, Splott

b A T T

=] U] :5:_:|| 185 C

6L Complete

e

¥ Area Adn

k5 Data F.AC
|'.TT:-'I FlDI'-'.'l'l Char
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A second pop-up should follow once you have selected the location. This pop-up
enables you to select the desired role/roles for your applicant through four different
tabs as seen below at the top of the pop-up. These four tabs are split up by

volunteers, wardens/officers, clergy and admin/staff and you can navigate these as
such.

To save a role to a person’s record, you will need to record the start date (meaning

the date when that person started their role) and can set their DBS requirements (if
applicable at this time)

Set things up for Update Service
[©> Home

@ My pEDm S Add a new role for Greta Gershwin
B List view Wardens/Officers etc. Clergy Admin/Staff
% ch e Cks to Record a start date if you want (you can leave this empty)

Details of Greta Gershwin

e il s pom ol o o P |

. I'_'.:.r'-'._: on i
@ Find/Add
: Choose DBS Requirements for this role
El Ongoing d | [ridecide later.. v
= Choose type of role...
Bl Complete{ | o o & operaTions

O BELL RINGING & MUSIC
E\] Data F'A*C O CHILDREN & YOUNG PEOPLE

% O CHURCH & PASTORAL MINISTRY
W

FID Char 2 QUTREACH & MISSION

Adult Child

@ Help Emai <

Church in Wales - My Church People User Guide V1.0



A THE CHURCH
4 IN WALES 38

You are also able to select your desired role by using the following drop-down
buttons. Just select the role that matches the applicant.

If the role you are initially looking for is not displayed on the following lists, we advise
you to choose the nearest match to that original role. In this instance, we are going
to select a placeholder of ‘Children and Families Leader’ for the demonstration.

Set things up for Update Service

> Home Details of Greta Gershwin

|F-

M O s e o

B List view Wardens/Officers etc. Clergy Admin/Staff
% ChECkS to Record a start date if you want (you can feave this empty)

|:'.::|:u--=- on |f§]
@ Find/Add §
x Choose DBS Requirements for this role
=] OﬂgDI NG | |1l decide later... v
Choose type of role...

Bl Complete( | o aomm & operations

O BELL RINGING & MUSIC
1 Data FAQ [®J+iLoReN & YOUNG PECPLE

& O CHURCH & PASTORAL MINISTRY
FIDW Chan O QUTREACH & MISSION

Adult Child
| | Please select the required role below and then press OK at the
@ Help Emaj | hottom

O After Schodl Club Helper

O Baby-Toddler Group Leader

© Baby-Toddler Support Worker
Ehirdren & Families Leader

© Children & Families Support worksr

© Childrens Group Leader

O Childrens Group Support warker

Q Classroom Support Worker

© Creche Co-ordinator

QO Creche Team Helper

O Crache Team Leader

O Family Support Worker

© Junior-Kids Church Coordinator

O Junior-Kids Church Helper

© Junior-Kids Church Leader

© Junior-Kids Church Teacher
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Once you have selected all the requirements, click on OK at the bottom of the pop-
up to save this role to that person’s record.

Add a new role for Greta Gershwin dose
Please select the requfred role below and then press OK at the &
hnttom

O After School Club Helper

O Baby-Toddler Group Leader

O Baby-Toddler Support Worker

@® Children & Families Leader

O Children & Families Support worker
O Childrens Group Leader

O Childrens Group Support worker
O Classroom Support Worker

O Creche Co-ordinator

O Creche Team Helper

O Creche Team Leader

O Family Support Worker

O Junior-Kids Church Coordinator

O Junior-Kids Church Helper

O Junior-Kids Church Leader

O Junior-Kids Church Teacher

O Mursery-Play Centre Manager

O Nursery-Play Centre Support Worker
O Open the Book Teamn Leader

O Open the Book Team Member

O Parent & Toddler Group Assistant
O Parent & Toddler Group Leader

O Pre-School Assistant

O Pre-School Leader-Manager

O Working Regularly With Children

O Youth Club-Group Coordinator

O Youth Club-Group Leader

O Youth Club-Group Support Worker

4
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You will notice that once you have added the role to the record, the blank clipboard
has turned to a red caution triangle. This means that the DBS requirements need to
be set for the role you have added. You can complete this by following the
instructions covered in the ‘Defining DBS Requirements’ section.

Set things up for Update Service
O Home Details of Greta Gershwin * role
® My people oBs: I
B List view — back
% Checks to be started | (editthese details)
@ Find/Add Someone
El Ongoing checks Address 776 Heyday Lane
B Completed checks s
& Area Admin Hefgerwe
Postcode GR12 8XY

«4 Attendance Report ol Corshie g com
ﬁ Exceptlon Report Telephone 017684 889012
[ Data FAQ.:s Mobile (if different)
si Flow Charts Other phone

Adult Child Date of Birth 19/08/81

Certificate Number
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If you return to your My People list, you will see that the person you have added onto
the system has now appeared.

Grangetown

(oasnocvtd

{:Ingﬂing DBS Check Initialsed on 18 May 2023
Level: Enhanced, Type: Child & Adult
Verifier: Bertha Samuels (as yet unverified)

Greta:Gershwin © -+ add new e » crackaryny |

lgdrens roup Leag

Chil = ; =]
Street, Cardiff (v) (no startdate) X W@

er of S5t Mary the \

{oBSnotvabd Al

DES check in progress

Ongoing DBS Check nitlalivedt orr T0 Mgy 2073
Level: Enhanced, Type: Child & Adult
Verifier: Bertha Samuels (as yet unverified)

DS ot vaiid & |

t DS check in prognéss

Street, Cardiff - X
Dngoing DBS Check Intialsed on 31 May 2023
Level: Enhanced, Type: Child
Verifier: Bertha Samuels (as yet unverified)
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Record Status Indicators

Status indicators highlight any details that need to be amended/updated.

Add a New Role - Click to add a
new role to a person’s record.

Information Button — Click to see
a person’s role history.

Initialize a Check Anyway — Only
use this if you have been advised

\ to by MCP Support Officer.
i S —
Greta Gershwin © -+ add new rol | Daas s eckaway D]
Childrens Group Leader of 5t Mary the Virgin, Bute
Street, Cardiff .' (nostartdate) X W -

/

No Start Date — Click to add a
start date to a person’s role.

\

Shields - Click to view/amend
the status of DBS reauirements.

Delete a Role — Click to delete a
person’s role from their record.

Church in Wales - My Church People User Guide V1.0



YR EGLWYSFS

“i THE CHURCH
yne NGHYMRU e 43

== IN WALES

Setting Things Up for the Update Service

Next, we will have a look at how to set things up for the Update Service. You can
complete this through starting a check on My Church People.

If you direct yourself to the “Find/Add Someone” option and search for the record of
the person you know has had a recent DBS check, come back through the system.

If someone is NOT recorded as being on the Update Service, but should be, you will
see them appear like this when you start a check for them.

Set things up for Update Service

[ Home Jane Doe

Requires: Enhanced Child & Adult
@ My pEOplE (initialised on 19/09/23)
= List view — back to list
% Checks to be started Position applied for |Position applied for |
@ Find/Add Someone Level [Enhancedv| ~ Workforce  [Select.. |
= Ongoing checks Is it a volunteer or salaried role?  [Select.. ~|
sy Mot
Completed checks o
% Area Admin = :
=4 Attendance Report
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If you click on the ‘Set things up for the Update Service’ button, it will prompt you via
a pop-up screen to check their Certificate number and Birth date. Please see below.

Set things up for Update Service
e Jane Doe

Requires: Enhanced Child & Adult

finitialicad an 1900772
(imtialised on 19/09/235

. Bct. v
Jl ”g Date of Birth 25/05/38 1

DIEtE Certificate Number |
Adm| |ES
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If their Birth date and certificate details are already stored in the system, you will just
see a simple tick box at the top right of the screen instead, just to put them on the
Update Service.

> Home Jane Doe
Requires: Enhanced Child & Adult
@ My pE‘DpIE (intialised on 19/09/23)
& List view « backto list
G:ﬁ ChECkS tD bE StartEd Position applied for [Pogi[ign applied for J
(0 FinA/AdA Samenna Level [Fnhanced v Workforce  [<alart v

Either way, this will set them up on the Update Service and you will be able to
proceed as before. Please see below.

[ Home Dﬁu.&: 27/09/1968. Certificate Number (D ja-_r; edit
@ My people Jane Doe
& List view Requirex Enhanced Aduk
(indtialised on 19/09/23)

% Checks to be started | _ .4 to1st
@ Find!&dd SGmEDnE Position applied for |F’DSiEiDI'fI applied for |
Ongoing checks Level Workforce  [Select. _ +|
Completed checks Is it a volunteer or salaried role?  [Select.. +|
& Area Admin Notes Wotes
&4 Attendance Report
=9 Exception Report b
M Data FA.Q.s
s Flow Charts

Adult Child
@ Help Emails
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You can also put them on the Update Service in a similar when you are in their
‘Contact’ page. You just click on the ‘Set things up for the Update Service’ button
and it will prompt you for their Birth Date and Certificate Number via a pop-up tab.
Please see page 42.

Set things up for Update Service
[ Home Details of Jane Doe
@ M}’ pEDpIE DBS: Ei Safeguarding Training: LARE
E List view « back
% Checks to be started | (edt thesedetals)
@ Find/Add Someone
= Ongoing checks Address 1 The Road
&l Completed checks ﬁ”"a“_‘””e
& Area Admin e

If their Birth Date and Certificate Number are already stored within the system, you
will see a tick box at the top right instead to tick to put them on the Update Service
(as before where we were doing it as part of a check)

> 0
O Home Details of Jane Doe

@ My people pes: E|  safeguarding Training: & @

& List view o

% Checks to be started | (edtthesedetais)
@ Find/Add Someone

E:] Ong{jing checks Address 1 The Road
E CDmPIEtEd Checks smallville
& Area Admin Wiesham
Powys
EﬁAttE‘ﬂdBﬂCE REpUﬂ: Pastcode LL11T 1AA
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Update Service Re-checks

If someone is already on the Update Service, you will see the following.

47

[ Home

@ My people

E List view

% Checks to be started
@ Find/Add Someone
& Ongoing checks

&l Completed checks
% Area Admin

&4 Attendance Report
&4 Exception Report
k4 Data FA.Q.s

sk Flow Charts

D.0.B.; 25/05/1538. Certificate Number (I IIIED - «di

ﬂmummmmmmg@mmmmg

Details of Jane Doe
pes; [ Safeguarding Training. G &

«— back
(edit these details)

Address 1 The Road
Smallville
Wrexham
Powys

Postcode LL11 1AA
Email jane@doe.com

Telephone 01681 123456
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previous page and below as a reminder.

[ Home

@ My people

B List view

% Checks to be started
@ Find/Add Someone
B Ongoing checks

. Completed checks
@ Area Admin

=4 Attendance Report
&4 Exception Report
= Data FA.Q.s

s Flow Charts
Adule Child

@ Help Emails

Church in Wales - My Church People User Guide V1.0
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0.0.8: 25051938, Certificate Number (D - =t

& There has been Mo New Infol since the last check on 20 june 2022, The certificate Bsued was Enhanced Child &

Addule, This & gufficiart for their current roles.

Details of Jane Doe
pes: = safeguarding Training: @ G

«— back
(edit these details)

Address 1 The Road
Smalbille
Wrexham
Powys

Postcode LL11 1AA

Email jane@doe.com

Mobile {if different)

Other phone

Telephone 01691 123456
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On the system, you can record what is known as an ‘Update Service re-check’ for
someone who is already on the Update Service. You can do this by starting a new
check for them as normal and you will arrive at the normal screen for initialising
checks. Please see the ‘Initializing the DBS Check’ section for guidance on this. You
will notice a similar link to check for any new info.

C Home

@ My people

& List view

% Checks to be started
@ Find/Add Someone
& Ongoing checks

il Completed checks
% Area Admin

&4 Attendance Report
&4 Exception Report
4 Data FA.Q.s

si Flow Charts
Adult Child

@ Help Emails

D.0.8.: 27/09/1968. Certificate Number (D = i

ﬂmmmmmgmm_-mm

Jane Doe
Requires: Enhanced Adult
(initialised on 19/09/23)

+— back to list
Position applied for |Position applied for |
ol [Eranced™]  Worore e,
Is it a volunteer or salaried role? | Select... v|
Notes i
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If you click that link, as before, it will report whether there is any new info, and if not,
it will give you the option to ‘Copy these prior certificate details to this certificate,
dated today’. Please see below.

> Home

@ My people

& List view

% Checks to be started
@ Find/Add Someone
B Ongoing checks

& Completed checks
% Area Admin

« Attendance Report
©9 Exception Report
= Data FA.Q.s

s& Flow Charts

--.li 1 ! :":._'.:" "_._-|-_. .
D.0.8.; 25/05/1938, Certificate Number D - =t
& There has been Mo New Info’ since the last check on 20 June 2022, The certificate issued was Enhanced Child &

| mwﬁmmmw.w_

Jane Doe
Requires: Enhanced Child & Adult
(initialised on 19/09/23)

« back to list
Position applied for [position applied for |
Level |Enhanced ~ Workforce Select... v
Is it a volunteer or salaried role? |Select..
Notes [Motes
£
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By clicking on that button, you will be able to fill in all the details from the previous
check (position, level etc.) and you can ‘submit this check manually’ which will in
effect record a new check.

D.0.B.: 25/05/1938, Certificate Number (I - cdit R
D H ome © Check the DBS for the latest ‘Update Service' info for Jane
@ My people Jane Doe
E L|5t ViE‘W Requires: Enhanced Child & Adult
3 (initialised on 19/09/23)
A Checks to be started | .o 1o it
@ FInd;Add Someone Position applied for IWURSHlP LEADER |
E Ongoing checks Level [Enhancedv| ~ Workforce [ Child & Adult v
& Completed checks Is it a volunteer or salaried role?
%Area Admln Child Barring? O Adult Barring? O
M L MNotes
#4 Attendance Report o
#4 Exception Report g
Certificate Number D
@ Data FAQS Certificate Date —
& Flow Charts
Adult Child Save
@ Help Emails

Please Note: By recording a new check, you won'’t be starting the
process from scratch (emailing the applicant, ID checking etc.) You
will simply be inputting a manual check into the system to show
that someone is on the Update Service.
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Safeguarding Training

In this section, we will look at how you can check whether a person has completed
their respective Safeguarding training or not.

Firstly, select the ‘Find/Add Someone’ option on the left side of the screen.

There are 0 DBS checks ongoing

D Home There are 66 people whose roles lack DBS requirements
@ My people

. : Mold
E List view

] Mission Area of Mold
% ChECkS to bE sta rtEd Christ Church, Pontblyddyn

@ Find/Add Someone 9y THioky, e atlcld

5Ss Eurgain and Peter, Northop
i St Berres, Llanferres

S Ongoing checks St James, New Brighton

@il Completed checks St John Evangelist, Rhydymwyn
St Mary the Virgin, Mold

I Data FA.Q.s St Mary, Cilcain
St Mary, Nerowys

s5 Flow Charts St Mary, Treuddyn
St Michael, Mannerch

Adult Child
@ Help Emails
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Next, use the search box to find the person you are looking to find proof of
Safeguarding Training for and then click on their record.

© Home

@ My people

& List view

% Checks to be started
@ Find/Add Someone
E Ongoing checks

&l Completed checks
4 Data FA.Q.s

& Flow Charts
Adult Child
@ Help Emails

Add Contact

Search for the contact, if you cannot find them you will be given the chance 1o add
a new one

D
JdE.

® Add a new person
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You should see the person’s Safeguarding Training record located next to their DBS
status. In this instance, it can be viewed underneath the text which states, ‘Details of
Jeremy Smithson’.

Set things up for Update Service

O Home Details o (D
@ My people b

DBS: A Safeguarding Training: AN R
= List view

% Checks to be started | "
@ Find/Add Someone
& Ongoing checks

Completed checks
+ Data FA.Q.s
s& Flow Charts
Adult Child Telephone
@ Help Emails Mobile (if different)

Other phone
Date of Birth

Certificate Number

Roles

Permission to Officiate of St Davids

@D = other roles in the diocese, and as such, the contact details
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The existing Safeguarding Training that person has received, is highlighted through
the coloured badges you can see next to the ‘Safeguarding’ section.

Set things up for Update Service

© Home Details o (D

@ My people Eﬁ- Safeguarding Training | QY GV &

E List view '
% Checks to be started | %

@ Find/Add Someone
E Ongoing checks feldress
Bl Completed checks
F Data FA.Q.s S
&2 Flow Charts Email
Adult Child Telephone
@ Help Emails Mobile (if different)
Other phone
Date of Birth
Certificate Number
Roles

Permission to Officiate of St Davids

_ has other roles in the diocese, and as such, the contact details
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The badges that are colour coded in red, highlight when a person has not attended
their respective Safeguarding modules in the past three years.

Set things up for Update Service

Details of (D

DBS: g Safeguarding Training: & & &

T has NOT attended Module A training in the last

«— back

The same goes for that colour coded in green, except these highlighted when a
person completed their respective Safeguarding modules in the past three years.

Set things up for Update Service

Details of (D
D

pes; & Safeguarding Training: ARE B

__HASattended Module E training In the last 3
years

«— back
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You can also access their training history via their record. Navigate your mouse to
the History option and click on it.

> Home

@ My people

= List view

% Checks to be started
@ Find/Add Someone
& Ongoing checks
Completed checks
I Data FA.Q.s

sk Flow Charts
Adult Child
@ Help Emails

Church in Wales - My Church People User Guide V1.0
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A pop-up will open to display that person’s history. This page will include both their
Safeguarding training history, but also their role history as well as any previous
certificate information that has been recorded on their My Church People record.

nstor 058
[> Home J

— .

@ M}f pEDplE View address and contact info
= List view

% Checks to b

Role Institution Start date End dat

Ongﬂl ng Ch Permission to

@ Completed| Oficiate St Davids

@ Find/Add Sd  canon Misson vea o ‘
L)

Data FA.Q.d Role Institution
‘SEE FIDW Charts Role Institution Start date
Adult Child
: Role Institution Start End Date

@ Help Emails Date
s 3
Vicar Llangadog and Gwynfe w () ()
(Incumbent) Llanddeusant & [ )

L]
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You can access the person’s Safeguarding training history by using the vertical scroll
bar to navigate to the bottom of the pop-up. You will see that each section of
information is separated through various tables. This allows you to see what course
they attended and the date they attended that course. You can also view the status
of that training course too just in case a cancellation was put in place for certain
reasons.

T hsoy o |
Tnisto
> Home Y

E List view ooy
% Checks tD b (Incumbent) 1
@ Find/Add Sq course Date Status

] Onggiﬂg ch| Module B: Understanding Safeguarding in G -
the Church
Completed

F Data F.A.Q.4
Module B: Understanding Safeguarding ’ Cancelles
s Flow Charts

Adult Child Safeguarding B1 ’ Attendec
® Help Emails
Safeguarding B2 q Attendec

Level Type Date Number

erhonced Cridaat QDGR

@ My people | cieric

Module E: Safeguarding for those with PTO — Attendec
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You will also notice from the record highlighted above that there are various types of
Safeguarding modules to take. These are divided into six different modules that
range from A to F.

> Home

@ My people
[E List view
% Checks to b
@ Find/Add Sq
B Ongoing ch
Completed
t4 Data FA.Q.9

s Flow Charts
Adult Child
@ Help Emails

Cleric ‘ 3=
ncomben) QD
Course Date Status

Module B: Understanding Safeguarding in

the Church — Cancelles
Module E: Safeguarding for those with PTO — Attendec

Module B: Understanding Safeguarding ‘ Cancelles
Safeguarding B1 —. Artendec
Safeguarding B2 —. Attendec

Level Date Number

Type

Enhanced Child & Adult

i . gs up for Update Service

1
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Just a recap on the different training modules as an overview:

* Module A (known as Safeguarding Awareness) applies to all clergy and
church officers, including MAC Chairs & members, everyone with a need to
complete further safeguarding training courses. This can be accessed online
at www.churchinwales.org.uk/en/safeguarding/safeguarding-training/church-
in-wales-safeguarding-awareness-module-a.

* Module B (known as Understanding Safeguarding in the Church) applies to
All clergy, anyone in a role which involves working with children, young
people, or adults at risk, i.e., Churchwardens, Licensed readers, Vergers,
MAC Chairs and members, MA Safeguarding officers, MA/Parish Directors of
Music. This can be accessed online via the link displayed above for Module A
or can be completed via face-to-face training.

* Module C (known as Safeguarding and Leadership) applies to MA Leaders,
MA Safeguarding officers, MAC Chairs and members. There may be local
context where it would be appropriate for other individuals who significantly
influence leadership to attend — for example focal ministers or churchwardens;
locally appointed leaders and this can be accessed online or can be
completed via face-to-face training.

* Module D (known as Safeguarding and Senior Leadership) applies to
Archbishop, Diocesan Bishops, Provincial Secretary, General Counsel,
Archdeacons, Deans, Bishops Chaplains, Diocesan Secretaries, Directors of
Ministry, Directors of Music (Cathedrals), St Padarn’s Institute Principal etc.
This can be completed via face-to-face training.

* Module E (known as Safeguarding for PTOs) applies to those granted
Permission to Officiate by Diocesan Bishop. Participants can attend Module B
training as an alternative to attending Module E and this can be completed via
face-to-face training.

* Module F (known as Ministry Area Safeguarding Officers) applies to MA
Safeguarding officers only.

Please see below the link to the Safeguarding page on our CinW website which
includes a list of contacts if you have any further questions on Safeguarding training:

Website link; https://www.churchinwales.org.uk/en/clergy-and-
members/safequarding/
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Frequently Asked Questions - System

Someone has a record on the system but isn’t showing up under my list. How do |
get them under there?

- Please see the Find / Add Someone section of this User Guide.
What is meant by “Child Barring” and “Adult Barring™?

- Child Barring and Adult Barring define whether a person engages in regulated
activity with vulnerable adults or children. Please see Navigating the Child and
Adult flowcharts section of this User Guide.

This person has a DBS, but it is saying “DBS not valid.” What does this mean?

- This could mean one of two things. In the first instance, it may be that the
system is unable to match the certificate back to set DBS requirements. If so,
please see the ‘Defining DBS Requirements’ section of this User Guide for
assistance. If the requirements have already been set and the system is still
unable to match the two together, it is most likely due to the certificate missing
a certain entry level, workforce or even barring’s. In this case, we would
suggest that a new one be set up.

Do | need to complete the DBS processing before an applicant starts in their role?

- There is no law that prevents you from starting a job without a DBS check,
unless it is a regulated activity as defined by the DBS, in which case you'll
need an enhanced DBS certificate before you can start. However, some
employers may have their own policies that require a DBS check before you
can start work. Most employers prefer to use an online service to obtain a
DBS certificate, and in some cases, it is a legal requirement to have a valid
DBS certificate before starting work, especially roles that involve working with
children or vulnerable adults.

What does the blank shield with the green tick inside of it mean?

- This means that the DBS requirements have been set. Please see the
‘Defining DBS Requirements’ section of this User Guide for clarification.

What does the blank shield with the red tick inside of it mean?

- This means that the DBS requirements have not been set. Please see the
‘Defining DBS Requirements’ section of this User Guide for clarification.

Is there a Welsh language option?

- Yes. If you click where it says ‘Cymraeg’ on the top right corner of the screen
it should translate the page.
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Frequently Asked Questions — Data

e Is your system data protection/UKGDPR compliant?

Yes. The Representative Body of the Church in Wales is compliant for the
UKGDPR and other legislation such as the Data Protection Act 2018. Also, a
Data Protection Officer has been appointed to oversee all the data protection
activity. The DPO can be contacted at dataprotection@churchinwales.org.uk.

e How do | know my data is safe?

The Representative Body of the Church in Wales has instituted a robust system
of data protection by design, both Online and Offline, which operates in a
manner that ensures appropriate security of the personal data under its control,
including protection against unauthorised or unlawful processing and against
accidental loss, destruction or damage, using appropriate technical and
organisational measures, both electronic and manual systems and includes
appropriate training for staff members involved.

e Who, in the Church in Wales, will be able to see my personal data?

The Representative Body of the Church in Wales following the data protection
limitation principles laid down in the law will ensure only the minimum number
of people can access the data collected. The access to data is controlled,
password protected and, on a need, to know basis only.

e Why does the national office need my personal data when my involvement
with the church is diocesan level?

The Representative Body of the Church in Wales manages various aspects of
the Church’s activities including data protection. The data held by ‘My Church
People’ is centralized for the protection of the individuals concerned, ease of
management and security of the data.

e [I've volunteered with the Church for a number of years, and no one has
ever asked for my personal data. Why do | have to put my personal data
in to your system?

The Church has several legal responsibilities to ensure the safety of its
environment and the people who are within it. Also, the conclusions of the
recent national investigation into historic abuse (IICSA) lay down additional
guidelines and a framework for protection. The ‘My Church People’ database is
part of a wide-ranging response to these requirements.
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Why am | being asked to provide my personal data when you already
know about me from my history with the Church?

The National office is managing the data previously provided and moving it
across into the new My Church People system so there is a consistent
approach of good data protection practice across all aspects of the Church in
Wales systems which are professionally maintained with the required levels of
security and compliance.

What did you do with the data you had stored for me?

The National office is cleansing the database and removing data older than 3
years to ensure we comply with the data minimization, storage, and accuracy
principles. Only Data which was provided within the last three years will be used
for the new My Church People system so you may be asked to resend data
provided before that date.

Will you be sharing my data with any other parties?

The Representative Body of the Church in Wales is only allowed to share
Personal Data under its control in certain prescribed circumstances. The
People and Organizations who can access the data are known as Data
Processors and they must by law be under strict contractual agreements with
the Church. Further details of this are available on the various Privacy Notices
published by the Church which can be found on the main website.

How long will you keep my data for?

The length of time data is kept varies depending on the role in question. Details
of the retention schedule(s) for data can be found on the Privacy Notices
published on the Church’s main Website.

What happens to my data/record when | am no longer in a role?

The Personal Data collected for My Church People will be kept in accordance

with the Data Retention Schedule available on the Privacy Notice on the main
website.
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