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1.0 Introduction 
 
 
1.1 The DBS is responsible for providing criminal record checks and barring functions to help 

employers make safe recruitment decisions. 
 
1.2 This policy provides guidance on how the DBS certificate process is managed at UKAT.  

The Principal will be responsible for ensuring that relevant staff within the Trust are 
responsible for implementing and adhering to this policy and procedures it contains. 

 
1.3 The Trust will only apply checks in respect of posts that are included in the Exceptions 

Order to the Rehabilitation of Offenders act 1974 (as amended in 2013). 
 
1.4 This policy should be read in conjunction with the following Trust policies: 
 

• Recruitment and selection 
• Treatment of Ex-offenders 
• Equalities policy 

 
2.0 Equalities Statement 
 
2.1 UKAT is committed to providing equal opportunities and access to all.  This policy in 

embraces the spirit of managing a diverse workforce and those managing and dealing with 
staff matters must ensure that no employee is discriminated against either directly or 
indirectly, harassed or victimised on the grounds of their race, disability, sex, sexual 
orientation, religion or belief, age, marital or civil partnership status any stage of gender 
reassignment or any prohibited ground. 

 
3.0 Scope 
 
3.1 This policy applies to all prospective and existing employees, permanent and temporary, 

and those not employed by the Trust where statute requires someone’s criminal record to 
be checked to enable them to undertake a specific role or duty. 

 
4.0 Key Principles 
 
4.1 UKAT’s duty is to safeguard children within its care. 
 
4.2 The Trust is responsible for verifying the safety, competence, integrity and skills of potential 

candidates before they are employed or otherwise engaged in positions where they will 
typically have access to children and will take every step to ensure that those employed are 
suitable to undertake the work. 

 
5.0 Secure Handling of Information 
 
5.1 As an organisation using the DBS to help assess the suitability of applicants for positions of 

trust, UKAT complies fully with the DBS Code of Practice regarding correct handling, use, 
storage, retention and disposal of Disclosures and Disclosure information (see Appendix B.)  
It also complies fully with its obligations under the Data Protection Act and other relevant 
legislation pertaining to the safe handling, use, storage, retention and disposal of Disclosure 
information. 
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6.0 Recruitment 
 
6.1 Whenever a vacancy arises for a post that is subject to a DBS certificate check, in line with 

the Exceptions Order to the Rehabilitation of Offenders Act 1974, and/or where the post is 
classed as undertaking regulated activity, the Trust will: 

 
• Ensure the recruitment advert clearly states that the post is subject to DBS check. 

 
• Ask all applicants to disclose details of unspent convictions on the application form. 

 
• Ask applicants to disclose all convictions, cautions, reprimands or final warnings that  

 are not “protected” under new guidelines for posts covered by the Rehabilitation of  
 Offenders Act  1974 (Exceptions) Order 1975 (as amended in 2013) 

 
• Obtain a disclosure from the DBS to check the successful candidate’s criminal  

 record or any other information that may cause concern. 
 
6.2 When disclosure is required the HR Manager will send the successful candidate: 
 

• Details of how to apply online for the DBS check via Disclosure Services 
 

• Information explaining which level of disclosure is being applied for. 
 

• The existence of the DBS code of practice should also be highlighted to them, and  
 details of how to obtain a copy given. 

 
6.3 Any offer of employment for a post identified as subject to disclosure will be subject to 

receipt of a satisfactory enhanced/standard DBS check. 
 
6.4 Any start date negotiated needs to take account of the fact of allowing time for the 

disclosure form to be processed and returned. 
 
6.5 UKAT will receive electronic notification from Disclosure Services, detailing the certificate 

number and outcome of the check.  The certificate number will be recorded on SIMS as 
part of the single central register. 

 
7.0 Employing People with Criminal Records 
 
7.1 As an organisation using the DBS to help assess applicants’ suitability for positions of trust, 

the Trust complies with the DBS Code of Practice undertakes to treat all such applicants 
fairly. It will not discriminate unfairly against any subject of the disclosure on the basis of 
conviction or other information revealed. 

 
7.2 The Trust aims to promote equality of opportunity for all with the right mix of talent, skills 

and potential Equalities policy.  The Trust welcomes applications from candidates from 
diverse backgrounds and will select all candidates for interview based on their skills, 
qualifications, and experience and in accordance with the recruitment and selection 
framework.  Having a conviction will not necessarily bar someone from working at the Trust. 

 
7.3 Applications for all posts will be asked to disclose details of convictions, cautions, 

reprimands and final warnings that are not protected under new guidelines on the 
application form.  Applicants for posts covered by the Exceptions Order will be asked to 
provide details of all unprotected convictions, cautions, warnings and reprimands. 
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7.4 Candidates who deliberately fail to disclose relevant information, which later comes to 
attention via the DBS disclosure, will normally have any employment withdrawn or if they 
have already begun working for the Trust; their services would normally be terminated, 
depending upon the circumstances of the case. 

 
7.5 Once the DBS disclosure has been viewed and before making any final decision relating to 

an applicant’s record, the process at appendix C should be followed.  
 
7.6 The Principal has responsibility for staff appointments outside of those on the Strategic 

Leadership Team.  The HR Manager should be involved in any discussion about the 
appointment of individuals whose DBS disclosure raises concerns. 

 
8.0 Re-checking existing employee 
 
8.1 It is Trust policy that anyone who is in a post where disclosure is required will need to be 

rechecked every three years as the Trust will not automatically be informed by the DBS of 
any updates to the original disclosure. It is the Trust’s and employees responsibility to 
ensure that these are kept up-to-date. 

 
8.2 If as part of the re-checking process the DBS certificate was returned and deemed 

unsatisfactory then a full investigation will need to be undertaken. This may result in the 
redeployment or dismissal of the member of staff. 

 
8.3 The Trust is responsible for maintaining the single central register and for ensuring re-

checks happen in a timely manner. 
 
9.0 Commencing employment before disclosure is received 
 
9.1 It is Trust policy that a person covered by the requirement to have a satisfactory record 

should not commence employment until clearance is obtained, unless exceptional 
circumstances apply (see 9.2). 

 
9.2 It is recognised that in exceptional circumstances, people may commence employment 

prior to a disclosure being received. Such a decision can only be authorised by the Principal 
or Chair of Trustees who will require a written assurance from the relevant manager that the 
person will not have any unsupervised contact with children or undertake any regulated 
activity with children until clearance is received and that an appropriate risk assessment 
has been undertaken and clearly documented, these written confirmation will be retained on 
the employee’s personnel file. This authorisation should only be sought if we have the 
relevant references in place as a minimum. The Principal is responsible for ensuring that 
appropriate safeguards are in place. 

 
9.3 If a person is allowed to commence employment before clearance is received and the 

disclosure is subsequently unsatisfactory there would need to be a hearing whereby the 
outcome may be dismissal. 

 
10.0  Disclosure and barring service (DBS) 
 
10.1 Part V of the police act 1997 included measures to enable all organisations in England and 

Wales to obtain criminal record information about prospective employees, other relevant 
people and volunteers from a centralised source, the DBS. The DBS draws on four primary 
sources of information in order to confirm the offence details of applicants; the Police 
National Computer, local police force records, records held by the Department of Health 
(DoH) and the Department for Education (DfE), which includes the DBS barred list and the 
barred list for schools. 
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10.2 Full details of the posts eligible for DBS disclosures are available on the DBS website. 
 
10.3 The DBS children’s barred list contains details of individuals who are barred from working 

with children.  When appointing to posts which undertake regulated activities with children, 
the Trust will request a check against the relevant barred list(s) as part of the DBS check.  
The details of regulated activity are available on the DBS website. 

 
10.4 The Trust would be committing a criminal offence if it knowingly allows a barred person to 

work in regulated activity. 
 

 If the Trust dismisses or removes someone from regulated activity (or who would have 
done had they not already left) because they have harmed or posed a risk of harm to 
vulnerable groups including children, all information will be forwarded about that person to 
the DBS and if the Trust believes that the person has committed a criminal offence, they 
may pass the information to the police. 

 
 For further information on the duty to refer to the DBS, please see 
 https://www.gov.uk/government/publications/dbs-referrals-form-and-guidance 
 
10.5 The barred list (previously List 99) check for schools contains details of persons considered 

unfit to work with children.  The enhanced disclosure is undertaken for all Trust based staff, 
which checks the barred list.  If anyone is to start work prior to the disclosure being received 
then the Principal must ensure that stringent arrangements are in place that do not allow 
unsupervised access to children. 

 
10.6 Disclosures are portable when employees move with continuity of service, including when 

there has been a break of no longer than 3 month, in the following scenarios: 
 
  An individual transferring within the same local authority; 
  An individual transferring to a post in a different local authority; 
  An individual transferring to a different type of school. 
  An individual subscribed to the update service with the same level and type of check 
 
10.7 Applications can only be submitted to the DBS for standard or enhanced checks where the 

applicant is aged 16 or over at the time of making the application. 
 
10.8 It is UKAT’s policy to request a new DBS check for all new staff joining the Trust, unless the 

individual has subscribed to the DBS Update Service. 
 
11.0 Contractors, external agency staff and work experience 
 
11.1 As the contractor or external agency is the employer, it is their responsibility to ensure that 

 disclosures are undertaken for all eligible posts, when placing their staff to work within the 
Trust. 

 
11.2 It is then the responsibility of the Principal, Vice Principal or the HR Manager where the 

person is placed to see evidence from the contractor or external agency that a disclosure 
has been received and the person is clear to work with children. 

  
 Contractors and external agencies are not obliged to show us copies of the certificate.  This 
 evidence must be recorded by the Trust for inspection purposes.  For any agency worker 
who is placed with the Trust, the Trust will obtain this information as the agency worker is 
booked 
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11.3 When tendering for a contractor or agreeing to terms of business of an external agency, it 
must be a clear part of the approval process that the external organisation is prepared to 
DBS check the eligible staff. 

 
11.4 DBS checks are not required for work experience placements unless an employee is 

working one-to-one with a student in a separate office away from all other members of staff 
for the entirety of the placement and the individual is under the age of 16.  Please note that 
for eligibility to exist in these situations the supervision must take place once a week or 
more, four or more days in a 30 day period or overnight between 2am and 6am. 

 
12.0 Visitors and Volunteers 
 
12.1 A visitor or volunteer to the Trust is anyone who is not a member of staff; these might 

include paid casual visitors, staff from other organisations such as Educational 
Psychologists, Student Health Advisors, University of Kent undergraduates or 
postgraduates, visitors to give talks to students or volunteers for any activities within the 
Trust.   

 

Anyone whom you invite in, and is not employed through Human Resources (HR) and 
therefore would not have completed an application form or undergone a Disclosure and 
Barring Service (DBS) check as part of the recruitment process, is classed as a visitor or 
volunteer. 

 
12.2 The Trust has produced visitor and volunteer guidelines which can be found in appendix D. 
 
 
13.0 Responsibility for the disclosure process 
 
13.1 The Trust will ensure all who are involved with the DBS disclosures process have been 

suitably trained and understand this policy, know how to implement it and do not 
discriminate against ex-offenders.  We also ensure that they have received appropriate 
guidance and training in the relevant legislation relating to the employment of ex-offenders, 
e.g. the Rehabilitation of Offenders Act 1974. 

 
13.2 Recruiting managers are responsible for ensuring they follow the parts of this policy that 

relate to the involvement. 
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Appendix A 
 
Summary of key terms 
 
Disclosure and barring service (DBS) disclosure 
A DBS disclosure indicates the suitability of an individual to work with, or have access to, children 
and vulnerable adults by showing what information is held about that individual.  The potential 
employer must make an informed choice about whether to allow the individual in question to work 
in the service, or have access to those who use it, based on the information contained in the 
disclosure. 
 
Standard DBS disclosure 
A DBS disclosure will contain information from the Police National Computer (PNC), which holds 
details of all convictions, cautions, reprimands and warnings issued.  Where the application form 
has been marked to indicate relevance, the disclosure will also contain information held on the 
following further sources: 
 
 Protection of Children Act List. 
 Protection of Vulnerable Adults List. 
 List 99 
 
Enhanced DBS disclosure 
An enhanced DBS disclosure should be obtained for individuals who came under the definition of 
regulated activity, as defined by the DBS, in their role.  The nominated person (normally the HR 
Manager or another appropriate member of staff) must make an assessment when employing staff 
on what level of DBS disclosure they require.  Enhanced disclosures contain the same information 
as standard disclosures but with the addition of local police force information considered relevant 
by chief police officer(s).  Individuals who meet the new definition of regulated activity (as of 10 
September 2012) are also entitled to a barred list check. 
 
DBS barred list (children) 
Managed by the DfE, this is a list (previously known as List 99) of people banned from working with 
children.  As part of the DBS disclosure, this list is checked to ensure that the candidate has not 
previously been banned from working with children. 
 
Sex offenders register 
Maintained by Public Protection Section of Kent Police in Medway to whom enquiries and concerns 
should be addressed.  The management of people who pose a risk to children, including sex 
offenders is looked after by MAPPA which is hosted by the Kent Probation Board. 
 
Employee references 
Employers need to request two written references before employing a new member of staff.  This 
is to verify the competence of a candidate in his or her previous roles and to assess the suitability 
of the candidate for the role applied for. 
 
Verification of employment records 
Registered persons are responsible for verifying the information that candidates provide on 
application forms about their employment, including training/qualifications, history and any gaps in 
employment. 
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Appendix B 
 
Secure Handling of DBS Information 
 
Information regarding criminal offences must be kept confidential and only accessed on a need-to-
know basis.  Applicants need to feel confident that information about their convictions will not be 
disclosed to colleagues unless there is a specific reason for doing so. 
 
Handling: 
In accordance with section 124 of the Police Act 1997 disclosure information will only be viewed by 
members of HR and members of the recruitment panel of the post in question.  In the case of a re-
check, the information will only be viewed by the HR Manager and/or the Principal.  The Trust 
recognises that it is a criminal offence to pass this information to anyone who is not entitled to 
receive it. 
 
Usage: 
Disclosure information is only to be used for the specific purpose for which it was requested, foe 
which the applicant’s full consent has been given, and in accordance with the conditions set out in 
this policy. 
 
Storage & Retention: 
The Trust will not retain a copy of the disclosure certificate on the personal file.  Only the certificate 
number and date of issue will be retained on the employee file and on SIMS. 
 
Disposal: 
The Trust will suitably destroy (i.e by shredding, pulping or burning) any photocopy or other image 
of the information or any copy or representation of the contents of a disclosure once the status 
check has been satisfied.  While awaiting destruction, status check information will be kept in a 
secure receptacle.  However, notwithstanding the above, a record will be kept of the date of issue 
of a disclosure, the name of the subject, the type of disclosure requested, the position for which the 
disclosure was requested, the unique reference number of the disclosure and details of the 
decision taken from any information disclosed to us.  This information will be kept in a secure 
database. 
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Appendix C 
 
Approval Process for Employment of Ex-Offender 
 
The Principal must approve the request to employ the individual.  If approval has been given an 
interview will be arranged with the applicant, and the recruiting manager.  At this interview an open 
and measured discussion about the subject of any offences or other matter that might be relevant 
to the position will take place.  If the decision is made not to proceed the applicant must be 
informed and records must be kept as to the reasons for this decision. 
 
If it is decided not to recruit the person because of information disclosed, the individual will be 
informed and will have the right to make representations to the Chairs of governors if they so wish.  
The decision of the Chair of governors will be final. 
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Appendix D 
 
Visitor and Volunteer Guidelines 

 
 

Disclosure & Barring Service (DBS) 

Visitor/Volunteer Guidelines 
(Should be read in conjunction with the Trust DBS Policy) 

 

1. Introduction 

A visitor or volunteer to the Trust is anyone who is not a member of staff; these might 
include paid casual visitors, staff from other organisations such as Educational 
Psychologists, Student Health Advisors, University of Kent undergraduates or 
postgraduates, visitors to give talks to students or volunteers for any activities within the 
Trust. 

 

Anyone whom you invite in, and is not employed through Human Resources (HR) and 
therefore would not have completed an application form or undergone a Disclosure and 
Barring Service (DBS) check as part of the recruitment process, is classed as a visitor or 
volunteer. 

 

2. Inviting in a Visitor/Volunteer 

If you invite a visitor or volunteer to the Trust, they are your responsibility.  It is your 
responsibility to notify HR that the visitor or volunteer will be in school and has the correct 
checks to be working with children.  You are also responsible for making HR aware of any 
changes with regard to supervision or frequency of the person within the Trust. 

 

3. Notifying HR of a Visitor/Volunteer 

Complete the form on the Staff Share drive called, Visitor/Volunteer Checklist (this can be 
found on the Staff Share Dive under Staff Handbook/ (Most current date) / Section 1 
General Information or Section 7 Special Educational Needs and Child Protection) and 
pass to Jen Hygate (or Robert Palmer in Jen’s absence).  This will allow the opportunity to 
see if the visitor or volunteer is engaging in ‘regulated activity’ and if they require a DBS 
check. 

 

Your volunteer or visitor should bring a form of identification such as organisation ID card, 
photo drivers licence or passport.  Providing this information also gives us: 
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• basic contact information for them which could be useful in the event of the person 
becoming unwell or needing a contact for them in an emergency and forms a record 
of visitors or volunteers in the Trust.    

 

• the opportunity to issue guidance notes on the Trust such as the Child Protection 
Policy and Visitors Code of Conduct and the Dress code.  All of which can also be 
found in the Staff Handbook Staff Share Dive under Staff Handbook/ (Most current 
date) / Section 1 General Information or Section 7 Special Educational Needs and 
Child Protection). 

 

4. Guidance on Volunteers/Visitors 

When inviting in a visitor or volunteer please assess their suitability for the role they are 
coming in for and whether or not they will be supervised by a member of staff.  It is 
important to assess what the individual will be doing whilst in Trust.  

 

If you have invited in the individual you will know what organisation they are from and the 
details of what they are in the Trust to do. 

 

If the request to visit comes from the individual themselves (i.e. work experience for a 
college course) before agreeing to this, assess how much of your time the individual will 
take up and the benefit of the person to the students.  Robert Palmer is available to arrange 
a short interview for suitability.  

 

The list of who requires DBS checks can be found in in section 8.  Below are some 
examples for guidance, but if in doubt Robert Palmer or Jen Hygate can clarify.  

 

Example 1 

You have a visitor coming in from a well known organisation on a one off to discuss a topic 
with students and you would be supervising this visitor.  This person would not need a DBS 
check. 

 

Example 2 

A parent helper is coming in to make stage decorations (not teaching, training or instructing 
students) on three occasions and maybe unsupervised. - This person would require a DBS 
check as they are a volunteer in a ‘specified place’ (although it is not mandatory) but are 
not engaging in ‘regulated activity’ relating to children. 

 

Example 3 

An experienced sports volunteer is coming into school once a week where they were 
assisting with coaching of netball or rugby over two terms. - This person would require a 
DBS check as they are a volunteer in a specified place, they are engaging in regulated 
activity, as they would be instructing/teaching students ‘regularly’ and it would be difficult for 
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a member of staff to fully supervise someone on a playing field.  This person would require 
a DBS check. 

 

Example 4 

Someone requests two weeks work experience for a college course, they would be a 
supervised volunteer. - This person would require a DBS check.  Interview with Robert 
Palmer is advisable.  

 

The list in the table at section 8 of this document shows the categories of all the different 
staff and visitors within the Trust.  Most visitors or volunteers require a check although the 
type of check depends if they are engaged in ‘regulated activity’ or are working in a 
‘specified place’.   

 

Most unpaid visitors or volunteers who are visiting and supervised will need a DBS check.  
Paid visitors can fall into the category of working in a ‘specified place’ if done regularly 
therefore would require a DBS check. 

 

Visitors or volunteers who are in the Trust on a regular basis unsupervised require a DBS 
check. 

 

There are some people who could fall into a category of unsupervised but not regular 
visitors in which case they would not require a check, it is the Trust’s policy that if a visitor 
or volunteer is in the Trust infrequently then they are probably not familiar with the Trust’s 
policies and processes so therefore should be supervised – see example 2 above. 

If a volunteer or visitor brings another visitor along with them unexpectedly even if they are 
from the same organisation they should be treated as a volunteer or visitor in their own 
right, it is not adequate that the primary volunteer or visitor supervises them. 

 

5. Definition of Supervision		

Oversee activity to watch over an activity or task being carried out by somebody and 
ensure that it is performed correctly  

 

Oversee people to be in charge of a group of people engaged in an activity or task and 
keep order or ensure that they perform it correctly 

 

The level of supervision required depends on the activity and how many volunteers or 
visitors you are supervising.  You must be confident that the safety and wellbeing of the 
students are not compromised.  It is important to be specific about what the visitor or 
volunteer is in the Trust to do and to ensure they are assisting or bringing knowledge or 
expertise to the students but not used to take responsibility for students.  It is also important 
to advise other staff members of the visitor or volunteers role whilst they are here. 
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6. What if a volunteer or visitor has a DBS check already? 

If a visitor or volunteer fall into the category of requiring a DBS check and they already have 
one of their own then they can bring it in for us to see.  We will use this check if it is within a 
year old from the issue date and they have been continuously employed since the check 
has been done. If their check doesn’t fall into these categories then we will need a new one 
or, depending on the nature of the visit, then the visitor or volunteer will need to be 
supervised. 

 

7. University of Kent Visitors 

The University do their own DBS checks and provide us with a list of details, so if you have 
a visitor from the university please still follow the procedures but we can check the list to 
see if your visitor is included. 

 

8. What checks do staff and visitors to UKAT require? 

 

This is a guide only.  The HR Manager will advise on appropriateness of checks in each 
situation. 

 

Permanent Paid Staff Enhanced DBS check (with barred list 
check) - specified place 
 

Casual Paid Staff Enhanced DBS check (with barred list 
check) - specified place. 
 

Volunteers/Visitors Enhanced DBS check (with barred list 
check) if this is a regulated activity and 
no supervision. 
 
Optional Enhanced DBS if not regulated 
activity.  UKAT policy to apply for an 
Enhanced DBS check. 
 

Contractors e.g. Maintenance, Other Paid 
Visitors, Independent Counsellors 

Enhanced DBS check (with barred list 
check) if the opportunity for the contact 
with children. 
 
If no opportunity for contact with children, 
no legal entitlement to obtain a DBS 
check. 
 

Kitchen Staff Enhanced DBS check (with barred list 
check) – working in specified place, 
confirmation from existing employers’ 
organisation. 
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University of Kent Ambassadors Enhanced DBS check (with barred list 
check) - working in specified place or 
teaching unsupervised regularly, 
confirmation from University. 
 

PGCE Student Enhanced DBS check (with barred list 
check) – working in specified place, 
confirmation from training provider. 
 

WOW Workers (Phase 3 students) Enhanced DBS check (with barred list 
check) – working in specified place. 
 

Work Experience No DBS check required – always to be 
fully supervised. 
 

Associates of Brompton Academy or CGSG Enhanced DBS if this is a regulated 
activity and no supervision. 
 
Optional Enhanced DBS if not regulated 
activity.  UKAT policy to apply for an 
Enhanced DBS check. 
 

1:1 Music Teachers Enhanced DBS check (with barred list 
check) – working in specified place, 
confirmation from existing employers’ 
organisation. 
 

Trustees 
 

Enhanced DBS if this is a regulated 
activity and no supervision. 
 
Optional Enhanced DBS if not regulated 
activity.  UKAT policy to apply for an 
Enhanced DBS check. 
 

Staff from other organisations such as Child 
Psychologists , Counsellors, Social Workers 
or CAMHS 

Enhanced DBS check (with barred list 
check) – working in specified place, 
confirmation from existing employers’ 
organisation. 
 

 

 


