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PURPOSE 

The Governing Body is committed to ensuring the safety and welfare of their employees 

and pupils, as far as is reasonably practicable. We also fully accept our responsibility for 

other persons who may be affected by our activities. We will take steps to ensure that our 

statutory duties are met at all times. It is the duty of management to ensure that all 

processes and systems are designed to take account of the vetting of all adults on site 

while pupils are on site. 

 

1. POLICY STATEMENT 

 

1.1  The Criminal records Bureau (CRB) and Independent Safeguarding Authority 

(ISA) merged on 1 December 2012 to become a single organisation called the 

Disclosure and Barring Service (DBS). 

1.2  The DBS is responsible for processing requests for criminal records checks as 

well as checking the DBS children’s barred list and adults’ barred list for eligible 

roles. The DBS also has responsibility for deciding whether a person should be 

placed on or removed from a barred list for England, Wales and Northern 

Ireland. 

1.3  This policy provides guidance on how to manage the DBS certificate process to 

positions within the School. The School will take every step to ensure that its 

employees, volunteers and contractors who work at the School are suitable to 

undertake the work. 

1.4  This policy does not form part of an employee’s contract of employment and 

may be amended at any time. 

2 Scope of Policy 

 

2.1  The safeguarding of children and young people is paramount and as such this 

policy sets out the guidelines and statutory requirements for DBS checks at the 

School. 

2.2  The purpose of the policy is to: 

 

• Ensure compliance with the DBS Code of Practice 

• Ensure compliance with all relevant legislation; and 

• Comply with the responsibilities defined within the Safeguarding Children 

and Safer Recruitment in Education. 

2.3 DBS checks must be undertaken where required and form part of a sound a safe 

recruitment process at the School. Safer employment practices extend beyond 
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recruitment and employees must be aware of their duty of care as well as 

behaviours that make up safer practices. 

2.4 This policy will apply equally to those individuals currently employed by the 

School and external candidates being considered for employment or volunteer 

positions. 

3 Relevant Legislation 

 

The following legislation outlines the legal position in relation to DBS checks: 

 

 The Rehabilitation of Offenders Act 1974 aims to ensure that a person 

who has been convicted of a criminal offence in the past and who has no 

reoffended for a specific period is, so far as possible, freed from the stigma of 

that conviction, and is treated as if the offence and conviction for it never 

occurred.  

 The Rehabilitation of Offenders Act 1974 (Exceptions) (Amendment) 

(England and Wales) Order 2012 means that some jobs and categories of 

employment are exempt from the provisions of the Act and in such cases 

‘spent’ convictions must be disclosed. If a person is employed in a school they 

must disclose their convictions.  

 The Safeguarding Vulnerable Groups Act 2006 provided the legislative 

framework for a Vetting and Barring scheme, brought in the provision for the 

ISA (now DBS) to make decisions about individuals that should be barred 

from working within vulnerable groups, outlined monitoring arrangements 

and proposed two types of activities where CRB (now DBS) checks would be 

required, were for controlled and regulated activity. 

 The Protection of Freedoms Act 2012 introduced the restriction of the 

scope of the Vetting and Barring scheme for protecting vulnerable groups and 

made changes to the system of criminal record checks. It amended the 

Safeguarding and Vulnerable Groups Act 2006 and importantly, changed the 

definition of regulated activity and meant that only posts which meet the 

definition of regulated activity can have an enhanced DBS check with barred 

list check.  

.2  Together, the above legislation outlines when a position at the School will 

require a DBS check. The School will determine whether or not a position meets 

the requirements for a DBS check and the type of check which is required. 
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4 Recruitment Process 

 

Employees 

 

4.1  All employees appointed to the School will be subject to enhanced DBS checks with 

barred list check. As part of the recruitment process, all applicants will be made aware 

that a DBS disclosure is required as part of the application process and arrange for a 

DBS check at the appropriate stage. 

4.2 Where an individual has been selected for a position, the appointment letter must 

indicate that the appointment is subject to DBS clearance. The employer using an 

outside agent will apply for a DBS check on the employee’s behalf. 

   4.3  DBS certificates will be sent to the applicant’s home address and the applicant will have       

to produce the DBS certificate as a condition of employment. 

Governors 

 

4.4  All Governors of the School must have a current Enhanced DBS Certificate (with 

barred list check as necessary) and will be included on the single central record. 

Supply Staff 

 

4.5  The School will ensure that the supply agency provides written confirmation 

that the relevant checks have been completed. 

Employees from Overseas 

 

4.6  Newly appointed employees who have lived or worked abroad must first 

undergo the same checks as for all other employees at the School. This includes 

an Enhanced DBS check with a barred list check. 

4.7  In addition, the School must make such further checks as it considers appropriate 

due to the individual having lived outside the United Kingdom and extra care 

should be taken in ensuring that references are taken up and other background 

checks are conducted as necessary. This should include confirmation of the 

individual’s right to work in the United Kingdom and should be included on the 

single central record. 

Volunteers/Work-experience Students 

 

4.8  If volunteers or work-experience students will be supervised at all times they 

will not require a DBS check. 

4.9  Volunteers or work-experience students who will have 1:1 contact with children 

and who may work unsupervised will need to apply for an Enhanced DBS check 

with a barred list check. 



  5  

4.10    DBS checks will not be requested for young persons under the age of 16. In 

any event, the School does not intend for persons under the age of 16 to be 

left in an unsupervised capacity with children at any time. 

Visitors 

 

4.11    No visitors are permitted to have unsupervised access to children and will be 

appropriately supervised or escorted at all times. 

 

4.12    The School is not permitted to obtain a DBS disclosure or Children's Barred 

List information on any visiting speaker who does not engage in regulated 

activity at the School or perform any other regular duties for or on behalf of 

the School. 

 

4.13    All visiting speakers will be subject to the School’s usual visitors signing in 

protocol. This will include signing in and out at Reception, the wearing of a 

visitors badge at all times and being escorted by a fully vetted member of staff 

between appointments. 

 

4.14     The School will also obtain such formal or informal background information 

about a visiting speaker as is reasonable in the circumstances to decide 

whether to invite and/or permit a speaker to attend the School. 

 

Contractors 

 

4.15     The School will ensure that it has arrangements in place with contractors to 

make sure that any of the contractor’s staff working regularly in the premises 

with the opportunity for contact with children, the contractor will have obtained 

an Enhanced DBS check with a barred list check. If not, appropriate supervision 

will be arranged by the schools management team. 

 

5 DEALING WITH A POSITIVE DISCLOSURE 

 

5.1  A positive disclosure is a certificate that shows cautions, warnings or convictions. 

They may show spent convictions and also unspent convictions and for 

Enhanced checks, will also show information that a police force deems relevant 

to disclose based on the nature of the job that the individual will be employed to 

do. 

5.2  The action that will be taken by the School following receipt of notification of 

a DBS disclosure is as follows: 

 

Disclosure with ‘no content’ 
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Appointment will proceed subject to all other pre-employment checks. 

 

Disclosure with ‘content’ 

 

The applicant will be asked to provide a copy of their DBS certificate to the 

School. Before a decision is reached on whether to offer or confirm employment 

to the individual, the applicant will be offered the opportunity to discuss the 

content of the disclosure with the School. The School will undertake a risk 

assessment to determine whether the individual should be offered employment 

and make a balanced decision based on all circumstances, including but not 

limited to: 

 Whether they are barred from appointment under the DBS lists 

 

• The responsibility of the position 

 

• Whether the conviction is relevant to the position 

 

• The circumstances surrounding the offence and any explanations provided by 

the individual  

• The age of the individual when the offence(s) occurred. 

 

• The seriousness and nature of the offence 

 

• The length of time since the offence occurred 

 

• The number and pattern of the offence (if there is more than one) 

 

• Whether the individual’s circumstances have changed 

 

• Whether the applicant disclosed the conviction(s)/caution, warnings or 

reprimands at application or interview stage 

The Head Teacher and Governing Body will make the overall decision about 

whether or not to employ the applicant. The ultimate decision of the School 

and the reasons for it will be recorded by the Head Teacher and securely 

stored on the applicant’s personnel file. 

• Applicant is barred from working with children and/or vulnerable 

adults 

The offer of employment will be void. Appointment of any position at the School 

in these circumstances is unlawful and the application must not proceed. 
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6. Recruitment of Ex-offenders 

 

6.1  The School undertakes not to discriminate against any subject of a 

disclosure on the basis of a conviction, caution or any other information 

received, and having a criminal record will not necessarily bar an 

applicant from working for the School as this will depend on the nature of 

the position and the circumstances of the offence. 

6.2  In all cases, the School will complete a risk assessment and discuss 

any matter revealed in a DBS disclosure with the individual as outlined 

at paragraph 5.2.2 above. 

6.3  If the School determines that the applicant can be appointed to the 

position, the Governing Body/Head Teacher must ratify the decision. If 

the School determines that the applicant cannot be appointed to the 

position, the offer of employment will be withdrawn. All decisions must be 

kept on file. 

DBS Checks for existing employees 

 

6.4  The School does not require existing employees to undertake routine DBS 

checks, but reserves the right to ask existing employees for a new DBS 

check if: 

 there has been a break in service of employment at the School 

of three months or more; 

  the employee’s actions or activities give cause for concern. 

  

6.5  If an employee refuses to comply with a request for an enhanced DBS 

check with barred list check, they may be subject to disciplinary action.  

6.6  Where, as a result of the re-check, employees are found to have an 

adverse disclosure result, the Head Teacher must be informed 

immediately. The Head Teacher will then undertake a risk assessment, 

taking into account the circumstances of the offence and the nature of 

the employee’s position.  

6.7  If the nature of the offence is considered to be of a serious nature, 

the Head Teacher may consider a number of options including:  

6.7.1   Redeployment (subject to the availability of a suitable vacancy)  

  

The introduction of safeguards; or Termination of employment. The 

Employee will be informed of the Head Teacher’s decision in writing and 

in the event that dismissal is being considered, will be informed of this 
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fact and invited to attend a hearing in accordance with the School’s 

Disciplinary Policy.  

 

  

6.8   If the nature of the offence is not considered to be too serious and does 

not impinge on the employee’s ability to continue working in their existing 

role, the Head Teacher should inform the employee in writing. 

 

Employees committing an offence during employment  

  
6.9  It is an employee’ responsibility to disclose any criminal convictions, 

cautions, reprimands or warnings incurred during the course of their 

employment at the School to the Head Teacher.  

6.10 The Head Teacher will make a decision on the appropriate and necessary 

steps to take based on the circumstance, taking account of a number of 

factors including, the type of conviction, caution, reprimand or warning 

the employee received and the position of the employee. The Head 

Teacher must inform the Governing body of the decision and the reason 

for it.  

6.11 If an employee fails to inform the Head Teacher of any criminal 

convictions, cautions, reprimands or warnings that they incur during their 

employment with the School, they may be subject to disciplinary action 

(up to and including dismissal).  

6.12 As outlined above, having a criminal record will not necessarily bar an 

individual from working at the School. The appropriate action to be taken 

will depend on the nature of the position and the circumstances of the 

offence.  

Misrepresentation of conviction details   
 

6.13 All applicants are obliged to declare any unspent convictions in the 

recruitment process regardless of whether or not their position is subject 

to a DBS check. If it becomes apparent (through a DBS check or 

otherwise) that an individual has fraudulently misrepresented their 

conviction history or other relevant information by not disclosing it when 

given the opportunity to do so, the applicant’s job offer will be withdrawn 

or the existing employee will be subject to disciplinary action (up to and 

including dismissal).  

6.14 Any disciplinary action taken will be proportionate to the nature and 

significance of the misrepresentation and all the facts and circumstances 

will be taken into account before any action is taken by the School.  
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Record keeping  

  
10.1  In compliance with the DBS Code of Practice and the Data Protection Act 1998 

all disclosure information and records of all school personnel will be safely 

handled, securely stored and retained and disposed of in a secure manner.  

10.2 The School maintains a single central record (SCR) of all recruitment and vetting  

checks. This is a legal requirement in the recruitment and vetting process for all 

schools.  

 

 10.3  The single central record includes:  

  

• All staff who are employed to work at the school;  

  

• All staff who are employed as supply staff at the school, whether employed 

directly by the school or through an agency.  

  

• All other regular volunteers/governors/contractors.   

10.4  The single central record will show which of the following checks have taken 

place in respect of each employee, the date on which the check was completed / 

relevant certificate obtained and by whom the check was completed by:  

• Identity checks  

  

• Check to establish that the employee is not barred from regulated activity 

relating to children  

• Qualification checks or any qualifications legally required for the job  

  

• Checks on an employee’s right to work in the United Kingdom  

  

• DBS enhanced disclosure  

  

• Overseas record check (where appropriate).  

  

DBS information will be held in the strictest confidence by the School. It is 

recognised by the School that it is a criminal offence to convey DBS information 

to any person who is not entitled to receive it. Such information will be retained 

securely within the School and will be stored in a locked cupboard in the Head 

Teacher’s office  
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 11  Complaints  

  
11.1  If you are unhappy with any aspect of the DBS process, including the application 

of this policy, you should raise your concerns in writing to the Head Teacher. 

The handling of complaints may be delegated to an appropriate person. The 

outcome of the complaint will be communicated in writing.  

11.2  Any complaints relating to mistaken identity or the nature of the information given 

in a criminal record disclosure can only be dealt with by the Disclosure and Barring 

Service.  

 12  Monitoring and reviewing  

  
12.1  The School will monitor and review this policy on a regular basis to ensure 

ongoing compliance with legislation and effective operational practice.  

12.2  The School reserves the right to alter and amend this policy in accordance with 

any changes in legislation and/or government guidance, as a result of any other 

significant change or in the event that the policy is determined not be effective.  


