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	1
	Purpose

	
	This procedure is to guide Managers in the process to be followed in light of the changes to the DBS process and the issuing of Disclosure Certificates.  The procedure will be the advised route to follow at the time of writing but currently changes are happening frequently so staff involved in receiving completed DBS Disclosure Application Forms and evidence checking must take note of any updates sent via email, memo or verbally from the Lead Countersignatory or Countersignatories.  Any issues which become apparent in following the procedure should be brought to the attention of the aforementioned signatories, currently Lead is Ed Nixon and the other two signatories are Mike Fletcher and Michelle Redfearn.  

	2
	Scope

	
	All applicants for a DBS Disclosure Certificate and evidence checkers.

	3
	References

	
	· DBS Update Service – Employer Guide
· www.gov.uk/dbs

	4
	Definitions

	
	· DBS – Disclosure and Barring Service
· Update Service – For a small annual subscription of £13 applicants can have their DBS certificate kept up to date and take it with them from role to role, within the same workforce, where the same type and level of check is required.
· Applicant – The person named on the DBS application form.
· Registered Body – Family Care Associates Limited – i.e. the organisation which is registered with the DBS to countersign DBS applications and forward to the DBS for processing.
· Evidence Checker – The nominated person who will be verifying the applicant’s evidence, this could be an, Administrator, Interviewer, Manager or their designates.
· Status Check – This allows an organisation whom applicants have given their details to, to check whether the DBS certificate is still current or not.

	5
	Action

	
	
	
	
	Person Responsible

	
	5.1 
	From the 17 June 2013 only the ‘applicant’ will receive a DBS Certificate, the Registered Body will not.  At the same time all ‘applicants’ will be able to sign up to the ‘Update Service’ at an annual cost of £13.00 provided their DBS certificate was applied for on or after 17 June 2013.
	
	Applicant

	
	5.2 
	Applicants can sign up to the Update Service either within 14 days of the issue date of their certificate or at the same time as the DBS check was applied for using the unique Form Reference number which is clearly marked at the top of each disclosure application form.  The applicant will need to do this by visiting the DBS website at www.gov.uk/dbs.  By signing up for the Update Service applicants will be ensuring the DBS certificate is up to date and portable for the same or similar job roles whether within this Group of Companies or indeed elsewhere.  Thus, unless there are any changes indicated when the Registered Body carries out a ‘Status’ check, there will be no need to complete a DBS application again.
	
	Applicant

	
	5.3 
	As a result of the ‘applicant’ only receiving a Certificate the applicant must ensure that they allow the Registered Body the opportunity to see the original certificate and photocopy it as soon as is practicable on receipt of the certificate.  NB The designated person acting on behalf of the Registered Body must ensure that they photocopy the whole certificate (i.e. both sides), this can be done by selecting the options on the photocopier to reduce the size from A3 to A4 and double side the photocopy.  This ensures all the information is copied.  The photocopy should be forwarded to the Business Centre for the attention of the Human Resources Department in order for them to collate with the copied certificate any documents in their possession given at the time of the application, record the date received at the Business Centre, Issue Date on the Certificate, Disclosure Certificate Number, inform the Lead Signatory, Countersignatory/ies and/or Head of Service, if necessary if there are offences detailed, record on the database which creates the diary reminder, currently set at three yearly intervals (subject to review).  If applicants are signed up to the Update Service then checks will be made periodically throughout the applicant’s employment at the start of which they will have signed the appropriate authorisation for the company to do so.
	
	Applicant
Registered Body/ Designated Person

	
	5.4 
	If there are any offences recorded on the DBS Certificate, the Lead Signatory or Countersignatory will liaise with the applicable Head of Service or Manager to ascertain whether the offences were declared at interview or through the assessment stage and that they tally with this prior knowledge and whether a meeting should be arranged with the applicant and appropriate Lead, Countersignatory or Head of Service or Manager to discuss the offences as recorded on the DBS Disclosure Certificate.  A decision whether to proceed with the employment or continuing assessment of foster carers will be made either after due consideration of all the facts obtained and discussions had and this will be communicated to the relevant Manager or Social Worker to communicate back to the applicant.  The outcome of the meeting will be recorded and a memo or report placed on the appropriate applicant’s file.
	
	Signatories
Heads of Depts
Applicant
Manager
HR

	
	5.5 
	If applicants have signed up to the Update Service and the job role indicated on the certificate is similar and is working with the same group of people i.e. the certificate indicates “Child Workforce” and then a job title then the applicant must sign the form titled “DBS – Consent” giving their consent to authorise the nominated person at the Registered Body to ‘Verify’ their certificate and keep a copy of the record and copied certificate on their personnel file.
	
	Applicant
Evidence Checker 
HR

	
	5.6 
	Once the certificate has been verified and the verification indicates that there have been no changes to the certificate, a printout taken for the file and records, then subject to all the other pre-employment checks being completed, then the applicant is able to start working for the company.  However, should the verification indicate that there have been changes to the current certificate then the Registered Body will arrange for the applicant to complete a new DBS Disclosure application form and the applicant will not be allowed to start working for the company.
	
	HR
Evidence Checker
Applicant

	
	5.7 
	Once the new DBS certificate is received then the process indicated at 5.3 should be followed.
	
	

	
	5.8 
	If an applicant receives their DBS certificate and subsequently does not show the original certificate to the company within 28 days of receipt then the Registered Body may be entitled to request a copy from the DBS or the company may decide to either terminate the employment of the employee, rescind a job offer if applicant does not comply with the requirement to show the company the disclosure certificate.  It is a condition of employment, for most workers to have a current up to date DBS Disclosure Certificate.
	
	Applicant
Evidence Checker
Manager
Registered Body
Head of Dept



	6
	Documentation

	
	· DBS Disclosure Application Form




[bookmark: _GoBack]This procedure/guidance/policy is reviewed by the Management Team or their delegate in consultation with staff, where appropriate, following changes in legislation, good practice guidelines or as is deemed appropriate.

Staff are invited to comment and any recommendations for change/improvement should be in writing to the Senior Admin Officer at the Business Centre who will liaise with the Senior Manager who has authorised release of this document – see control box, front sheet.
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