
 

Disclosure and Barring Service (DBS) Policy 
 
Introduction  
 
Childhood First is committed to ensuring the wellbeing and safety of all children and 
young people in our care. This includes developing, implementing and maintaining 
effective recruitment and human resources procedures to promote safeguarding of 
children and young people. 
 
Childhood First recognises that relevant criminal checks forms part of installing a safer 
recruitment/ongoing safer culture. 
 
This policy applies to all members of staff engaged by the Charity. It is the responsibility 
of everyone working on behalf of Childhood First to report any safeguarding concerns.  
 
As part of our recruitment process it is a legal requirement for our staff to obtain a 
satisfactory and clear disclosure.   The Charity will determine this in accordance with the 
provisions of the Safeguarding Vulnerable Groups Act 2006 (as amended). 
 
All staff must have an Enhanced Disclosure with a relevant barred list check from the 
Disclosure and Barring Service (UK).   
 
If you are a member of the DBS Update Service, the Charity has the right to make 
continuous checks on the Update Service and you will provide all the details necessary 
for us to carry this out. If a clear Enhanced Disclosure is not obtained, or if the Update 
Service reveals a conviction, caution or warning, this could put your future employment 
at risk. 
 
Cautions, Convictions and Offences 
 
You are required during your employment with Childhood First to immediately report any 
cautions, convictions or offences, including any traffic offences.  The nature of the 
caution, conviction or offence will determine if your employment will be immediately 
terminated. 
 
Recruitment 
 
Information is provided about these Regulations to candidates to enable them to make 
an informed declaration. Information provided in the declaration form will not be used 
when short-listing. Once a candidate is shortlisted the declaration form is reviewed. Any 
record disclosed on the declaration will be discussed with the candidate at the interview 
 
Candidates are advised that Department of Health, Department for Education and police 
checks will usually be carried out through Disclosure and Barring Service before any 
provisional offers will be confirmed. In addition Childhood First will complete overseas 
police or court checks as it deems necessary. The true identity of the applicant will be 
verified before checks are undertaken. 
 



The suitability for employment of a person with a criminal record will depend on the 
nature of the job, the risks identified as relating to the job, the details and circumstances 
of any convictions as well as the applicant's skills and experience. 
 
For short-listed applicants who are assessed as meeting the requirements of the person 
specification and who disclose a criminal record that is related to the post, the relevance 
of each offence will be discussed with the applicant. The following issues will be 
considered: 
 

• The seriousness of the offence and its relevance to the safety of children, other 
employees, visitors or property; 

• The length of time since the offence occurred; 
• Any relevant information offered by the applicant about the circumstances which 

led to the offence being committed e.g. the influence of domestic or financial 
difficulties; 

• Whether the offence was a one-off, or part of a history of offending; 
• Whether the applicant's circumstances have changed since the offence was 

committed, making re-offending less likely; 
• The degree of remorse, or otherwise, expressed by the applicant and their 

motivation to change; 
• The understanding or insight demonstrated by the applicant. 

 
After interview, Childhood First may take up references regarding offence information, 
for example from a Probation Officer or specialist employment organisation. After 
completion of a full assessment and a decision about the person's ability to do the job a 
DBS Disclosure will be obtained. 
 
Any discrepancies between information provided by the Disclosure service and that 
provided by the applicant will be discussed with the applicant as part of a post-interview 
process and before a final decision is made. 
 
Where an individual has a police recording, the Director and the HR Manager will 
complete and document a risk assessment before any employment offer is confirmed. 
 
Any disclosure which raises a potential child protection issues will be referred to the 
Local Authority Designated Officer (LADO) for review and oversight and will be signed off 
by the Responsible Individual before a decision to employ is made. 
 
Storage, Handling, Use, Retention and Disposal of Disclosures and Disclosure 
Information 
 
As an organisation using to Relevant Criminal Checks help assess the suitability of 
applicants for positions of trust, we comply fully with the relevant Code of Practice 
regarding the correct handling, use, storage, retention and disposal of disclosures and 
disclosure information.  We also comply fully with our obligations under the Data 
Protection Act. 
 
Disclosure information is never kept in an applicant’s personnel file unless there is a 
statutory requirement to do so. The number and issues dates are kept separately and 
securely in lockable containers with access strictly controlled and limited to those who 
are authorised to see it as part of their duties in accordance with Section 124 of the 
Police Act 1997.  We maintain a record of all those to whom disclosures and disclosure 
information has been revealed and we recognise that it is a criminal offence to pass the 
information to anyone who is not entitled to receive it. 
 
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. 
 
Disclosure information must be and is kept confidential and not disclosed to anyone. 



 
Once a recruitment (or other relevant) decision has been made, we do not keep 
disclosure information for any longer than is absolutely necessary in order to allow for 
the consideration and resolution of any disputes or complaints.  Where appropriate, the 
Relevant Criminal Check will be consulted and full consideration will be given to the data 
protection and human rights of the individual. 
 
In particular, the DBS Code specifies that a Disclosure should be destroyed by secure 
means after 6 months. The Charity may keep the Disclosure until inspections have been 
carried out by the relevant Inspectorate Body.  Also the Safeguarding Children and Safer 
Recruitment in Education statutory guidance can allow for the retention of a Disclosure 
for up to 3 years.   
 
Before a Disclosure is destroyed records will be kept detailing the date of issue of the 
disclosure, the name of the subject, the type of disclosure requested, the post for which 
the disclosure was requested, the unique reference number of the disclosure and the 
details of the recruitment (or other relevant) decision taken. 
 
Disclosures are destroyed by secure means, i.e. by shredding, pulping or burning.  While 
awaiting destruction, disclosure information will not be kept in any insecure receptacle 
(e.g. a waste bin or confidential waste sack).  We will not keep any photocopy or other 
image of the disclosure or any copy or representation of the contents of the disclosure. 
 
DBS Update Service 
 
The DBS Update Service is an online subscription that allows those subscribed to keep 
their standard or enhanced DBS certificate up to date and allows employers to check a 
certificate online.  This means that the DBS certificate is always up-to-date. 
 
The key aim of the DBS Update Service is to improve the ease and speed with which 
employers can apply for criminal record checks. 
 
It offers a level of portability of criminal record information which means that people will 
be able to change roles and employers more quickly without the constant need for a new 
DBS check.  
 
If a job applicant is a member of the DBS Update Service, HR may use that person’s 
current DBS certificate and carry out instant online check to see whether any such new 
information has come to light. To do so HR must: 
 

• check the ‘original’ certificate is valid and relevant to the role; 
• have the consent of the individual to carry out the check through the 

update service 
• ask each new member of staff and volunteer to sign a ‘DBS Update Service 

Consent Form’ when they start with us, and this is kept on their personnel file. 
 
 
The Charity will pay for employees to join the update service and will process this when 
a new DBS application is processed. 
 
If a status check shows that there has been a change in status since the last DBS, online 
status checks are available at www.gov.uk/dbs-update-service. A result of ‘This 
Certificate did not reveal any information and remains current as no further information 
has been identified since its issue’ means that the certificate remains valid and up-to-
date, whereas a result of a status change means that the certificate is out of date and 
the Charity will be required to apply for a new certificate to see the new information. 
 
 
 



Oversea Checks 
 
Applicants coming from abroad, or who have lived overseas for a period of 6 months or 
more in the last 5 years will require an overseas check. A DBS can only check records 
within the UK, so it’s an important step of the pre-employment checks Childhood First 
obtains this.  The Charity will arrange for the relevant Overseas Checks to be conducted. 
 
Data protection 
 
The Charity processes information about an individual's criminal convictions in 
accordance with its data protection policy / policy on processing special category 
personal data and criminal records data. In particular, data collected during recruitment 
is held securely and accessed by, and disclosed to, individuals only for the purposes of 
completing the recruitment process. Inappropriate access or disclosure of employee data 
constitutes a data breach and should be reported in accordance with the organisation's 
data protection policy immediately. It may also constitute a disciplinary offence, which 
will be dealt with under the disciplinary procedure. 
 
Once an individual is recruited, information about their criminal record gathered in the 
course of the vetting process will not be transferred to their personnel file. 
 
The Charity is also committed to going through the proper DBS channels to establish 
whether or not an individual has a criminal record. The Charity will not require job 
applicants or existing employees to use their subject access rights under data protection 
provisions to provide criminal record details. 
 
Key Legislation 
 

• Human Rights Act 1998 
• The Equalities Act 2010 
• Data Protection Act 2018 
• General Data Protection Regulation (2016/679 EU) 
• The Safeguarding Vulnerable Groups Act 2006 
• The DBS Code of Practice 
• The Rehabilitation of Offenders Act (ROA) 1974 
• The Criminal Justice and Court Services Act 2000 
• Disqualification For Caring For Children Regulations 2002 
• Rehabilitation of Offenders Act 1974 
• Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 
• Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 

(Amendment) (England and Wales) order 2013 – came into force on 22 
May 2013 – Article 4 inserts a new Art 2A in the 1975 Regulations 

• New Guidance 2014 on the Rehabilitation of Offenders Act 1974 applies 
• Police Act 1997 Part 5 established the Criminal Records Bureau 
• Police Act 1997 (Criminal Records) Regulations 
• Police Act 1997 (Criminal Records) (Amendment No2) Regulations 2013 came 

into force on 2 December 2013 
• Protection of Freedoms Act 2012 established the Disclosure and Barring Service 

from 1 December 2012 
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