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DISCLOSURE AND BARRING SERVICE 
 

POLICY & PROCEDURES 
 

1. Policy Statement 
 
Merthyr Tydfil County Borough Council, through its managers and employees, has a duty of care 
to protect the well being of the people of Merthyr Tydfil, in particular, those groups or individuals 
in its care who are considered to be especially vulnerable or at risk, such as children, older 
people, and those with disabilities. The law requires that checks must be carried out to ensure 
that people who may pose a threat to service users are not given positions of trust where they 
could exploit children, young people or adults entrusted to their care.  

 
2. Purpose and Scope 
 
This Policy provides advice on how to manage the recruitment, transfer, and re-checking process 
of all employees, including casual employees and volunteers etc, into positions where they will 
typically have access to children and vulnerable adults or associated data. It should be read in 
conjunction with the Council’s/schools Recruitment and Selection Policy and Safer 
Recruitment Guidance, HM Vetting and Barring Scheme Guidance, the Council’s 
Disciplinary Procedure, Code of Conduct, and Data Protection. 

  
 It is recommended to be used for Council Members and is recommended as good practice for 

Schools to compliment the separate policy guidance in relation to safer recruitment for schools. 
This policy applies to staff employed by external bodies contracted by the council.  The policy 
also sets out a procedure to ensure that all information is considered when assessing people 
with a criminal record and that the decisions made are both safe and fair.   

 
The main purpose of this policy is to ensure the safety and protection of children and vulnerable 
adults who receive a service from Merthyr Tydfil County Borough 
Council and its contractors and agents, and within the wider community.  

 
From October 2009 it has been an offence for an organisation (including a personnel supplier) to 
allow a person whom it knows (or has reason to believe) is barred, to engage in a regulated 
activity. It is also an offence for the individual to work or volunteer with children or vulnerable 
adults classed as ‘regulated activities’ if they are barred. Failure to comply is punishable on 
conviction by imprisonment or a fine (or both).   

The Criminal Records Bureau (CRB) and the Independent Safeguarding Authority (ISA) have 
merged into the Disclosure and Barring Service (DBS). CRB checks are now called DBS checks.   
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2. Purpose and Scope  

The Disclosure and Barring Service helps employers make safer recruitment decisions and prevent 
unsuitable people from working with vulnerable groups, including children. The DBS is responsible 
for:- 

• processing requests for criminal records checks 
• deciding whether it is appropriate for a person to be placed on or removed from a   barred list 
• placing or removing people from the DBS children’s barred list and adults’ barred list for 
England, Wales and Northern Ireland 

An employer is under a legal duty to refer individuals they believe to pose a risk of harm to the 
DBS. 

 
3.  Legal and Policy Context 
 
  The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England 
and Wales) Order 2014 
  Police Act 1997 
  Data Protection Act 1998 
  Protection of Children Act 1999 
  Care Standards Act 2000 
  Freedom of Information Act 2000 
  Criminal justice and Court Services Act 2000 
  Safeguarding Vulnerable Groups Act 2006 
 
4.  Levels of Disclosure 
 
The level required for a post will depend on the type of role and whether it is considered to be a 
‘regulated activity’ and if Merthyr Tydfil County Borough Council consider the role to require a 
DBS check. The DBS checks will be paid for by the responsible department of the Council. A 
DBS check for volunteers is currently free of charge. The Basic checks are carried out by 
Disclosure Scotland and Standard and Enhanced checks are carried out by the Disclosure and 
Barring Service.  
 
4.1 Basic 
 
Basic Disclosures are the lowest level of Disclosure. This type of Disclosure is available to 
everyone and can be used for any purpose. They will show details of all convictions considered 
to be unspent under The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 
(Amendment) (England and Wales) Order 2014 (or state that there are no such convictions) and 
information about whether an applicant is subject to notification requirements under the Sex 
Offenders Register. Basic checks are undertaken for all users of the GCSX secure e mails. 

4.2 Standard 

A Standard check is intended primarily for posts that involve working with children or vulnerable 
adults in a voluntary or supervised capacity.  The Disclosure and Barring Service will also issue a 
Standard disclosure for people entering certain professions, such as members of the legal and 
accountancy professions. 
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4.2 Standard 

The Standard Disclosure contains details of ‘Spent’ and ‘Unspent’ convictions held on the Police 
National Computer. If a position involves working with children, the disclosure will indicate 
whether information is held on Government department lists, held by the Department of 
Education and the Department of Health, of those who are banned from working with children. 
The disclosure also includes information held by the Department of Health (Protection of 
Vulnerable Adults - POVA) of those considered unsuitable to work with vulnerable adults. 

To be eligible for a standard level DBS check, the position must be included in the Rehabilitation 
of Offenders Act (ROA) 1974 (Exceptions)order 1975. 

4.3  Enhanced 

These are for posts involving a far greater degree of contact with children or vulnerable adults. In 
general the type of work will involve regularly caring for, supervising, training or being in sole 
charge of such people. Examples include a teacher, other school employees, social worker, 
youth workers or care assistant.  Enhanced Disclosures are also issued for certain statutory 
purposes such as gaming and lottery licences. 

This level of Disclosure involves an additional level of check to those carried out for the Standard 
Disclosure. An Enhanced Disclosure includes a check on local police records. Where local police 
records contain additional information that might be relevant to the post the applicant is being 
considered for, the Chief Officer of Police may release information for inclusion in an Enhanced 
disclosure. Exceptionally, in a very small number of circumstances (typically to protect the 
integrity of current police investigations), additional information may be sent under separate cover 
to the Counter-signatory and will not be revealed to the applicant.  

To be eligible for an enhanced DBS check, the position must be included in both the 
Rehabilitation of Offenders Act (ROA) 1974 (Exceptions)order 1975 and the Police Act 1997 
(Criminal Records) Regulations. 

4.4  Enhanced checks with children’s and/or adults’ barred list check(s)  
 
To be eligible to request a check of the children’s or adults’ barred lists, the position must meet 
the new definition of ‘regulated activity’, for example anyone working in a school or providing 
care. The revised definition of ‘regulated activity’ can be found in Part V of the Protection of 
Freedoms Act 2012. 

To be eligible to request a check of the children’s or adult’s barred lists, the position must be 
eligible for an enhanced level DBS check as above and be specifically listed in the Police Act 
1997(Criminal Records) Regulations as able to check the barred list(s).  

The Council may ask for clarification regarding how the subject of the intended Disclosure meets 
these criteria, as it is illegal to seek disclosures outside of those situations defined by law.  
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5.  Regulated Activities 

The full definition of regulated activity is set out in Schedule 4 of the Safeguarding Vulnerable 
Groups Act 2006, as amended (in particular, the Protection of Freedoms Act 2012). 

Regulated activity still excludes family arrangements, and personal, non-commercial arrangements. 
 
5.1   Regulated activity relating to children 
 
The new definition of regulated activity relating to children comprises briefly: 
 
(i) Unsupervised activities: teach, train, instruct, care for or supervise children, or provide advice/guidance on well-
being, or drive a vehicle only for children;  
 
(ii) Work for a limited range of establishments (‘specified places’), with opportunity for contact: for example, 
schools, children’s homes, childcare premises. Not work by supervised volunteers; 
Work under (i) or (ii) is regulated activity only if done regularly. 
 
(iii) Relevant personal care, for example washing or dressing; or health care by or supervised by a professional; 

 

(iv) Registered childminding; and foster-carers  
 
5.2   Regulated activity relating to adults 
    
The new definition of regulated activity relating to adults no longer labels adults as ‘vulnerable’. Instead, the 
definition identifies the activities which, if any adult requires them, lead to that adult being considered vulnerable at 
that particular time. This means that the focus is on the activities required by the adult and not on the setting in 
which the activity is received, nor on the personal characteristics or circumstances of the adult receiving the 
activities. There is also no longer a requirement for a person to do the activities a certain number of times before 
they are engaging in regulated activity. 
 
There are six categories of people who will fall within the new definition of regulated activity (and so will anyone 
who provides day to day management or supervision of those people). A broad outline of these categories is set 
out below:  
 
(i) Providing health care  
 
(ii) Providing personal care 
 
(iii) Providing social work  

 

(iv) Assistance with cash, bills and/or shopping 
  
(v) Assistance in the conduct of a person’s own affairs  
 
(vi) Conveying  

 

 

6.  Identifying correct level for a post 
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Each Directorate will define which posts require DBS checks and at what level and these will be 
recorded on the Payroll/ HR (CHRIS 21) system. It is the responsibility of managers to carry out a 
risk assessment of all posts using the checklist in Appendix A and keep records on decisions 
accordingly. 

However, all posts in schools and all posts in Social Services which involve contact with clients or 
fall under the definition of a regulated activity must have an enhanced disclosure and barred list 
check. 

Newly recruited employees to posts which are subject to an enhanced disclosure that has not yet 
been received must not be permitted to commence employment or have unsupervised access to 
children or vulnerable adults until confirmation of DBS clearance.  

Checking an individual’s DBS record will not be enough on its own to implement and ensure safe 
recruitment practices. However, a DBS check in combination with checking previous employment 
history, checking references, speaking to previous employers, and using appropriate questions at 
interview to test an applicant’s motivation for wanting to work with children/vulnerable adults will 
ensure robust and safe recruitment decisions are made. Further information is available by 
referring to the Safe Recruitment Guidance and the Recruitment and Selection Policy. 
Schools should refer to their own safer recruitment guidance issued recently by the LA.  

7.  Definitions of Vulnerable Adult and Children  

The Welsh Assembly Guidance, In Safe Hands 2000, specifies that: 
 
A vulnerable adult is a person over 18 years of age who is or may be in need of community 
care services by reason of mental or other disability, age or illness and who is or may be 
unable to take care of himself or herself, or unable to protect himself or herself against 
significant harm or serious exploitation.  
 
This definition may include a person who: 

§ has learning disabilities; 

§ has mental health problems, including dementia; 

§ is an older person with support/care needs; 

§ is physically frail or has a chronic illness; 

§ has a physical or sensory disability; 

§ misuses drugs or alcohol; 

§ has an autistic spectrum disorder. 

Children - A child is someone who is under 18, (under 16 if the child is employed).   
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8. Secure storage, handling, use, retention and disposal of disclosures and                  
disclosure information supplied by the DBS. 

As an organisation using the Disclosure and Barring Service to help assess the suitability of 
applicants for positions of trust, Merthyr Tydfil County Borough Council complies fully with the 
DBS Code of Practice regarding the correct handling, use, storage, retention and disposal of 
Disclosures and Disclosure information.  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.  (Appendix C.) 

   
     9.  Recruitment of Ex-Offenders  
 
 Merthyr Tydfil Council fully complies with the DBS Code of Practice and undertakes to treat all 

candidates for positions fairly. It will not discriminate unfairly against any candidate subject to a 
Disclosure on the basis of conviction or other information revealed. See Policy Statement at 
Appendix B. 

 
    10.  Mandatory Procedures - Information on posts which require a DBS   Disclosure 
  

Information, including the job advertisement, sent to applicants must include information about 
the need for convictions to be disclosed, the requirement for a DBS check and a statement 
explaining that a conviction may not necessarily be a bar to employment.  
 
As a responsible employer, Merthyr Tydfil County Borough Council will ask short-listed 
candidates, where applicable, to volunteer information about their criminal history including 
unspent convictions, cautions, reprimands, or warnings when applying for positions which are 
included in The Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) 
(England and Wales) Order 2014. 
  
Managers should be aware that checks can take up to 4 to 6 weeks and must build this into their 
recruitment planning.       
 
DBS Disclosure Applications must always include verification of the identity of the applicant. 
Original documents are required and the appropriate person should take a copy /scan of these 
and verify that the originals have been seen.   
             
For details of acceptable documents please see Appendix E. 
 

 11.  Responsibilities 
 

It is the recruiting managers’/headteachers’ responsibility to ensure that all posts requiring DBS 
checks are designated as such. The HR Recruitment Administration Team will then ensure that 
the candidate appointed to this post has been given the correct paperwork and guidance to 
complete the form.  
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11.  Responsibilities 
 
The HR Recruitment Administration Team will ensure that information relating to the DBS, 
qualifications, references, identity and right to work checks, a copy of the application form and 
contract plus, if required, professional registration is included on the employee’s personal record. 
 
The HR Recruitment Administration Team will ensure that all staff assisting candidates in 
completing and verifying the documentation have been sufficiently trained. The Recruitment 
Administration Team will log all forms sent to the DBS and will track their progress.  
 
It is the responsibility of the individual to ensure that upon receipt of their DBS Certificate, they 
ensure that it is brought into HR Administration, who will take a copy to be placed on the 
individual’s personal file. Failure to provide a copy of the certificate within the specified time could 
lead to withdrawal of the offer of employment, cease consideration of an application or terminate 
employment.  
 
The HR Recruitment Administration Team will ensure that information relating to the employee’s 
DBS is added to the electronic personal files. However, it would also be prudent for managers to 
keep a record of employees requiring DBS checks.  
 
The manager will assess the DBS disclosure if there are any recorded incidents/ convictions 
stated to establish whether the candidate is able to undertake the role. 

The Lead Signatory for the Council is designated as the Director of Customer Services. 

    12.  Portability of DBS Disclosures 
  
The Authority does not accept portability of paper based certificates from any other organization. 
However, due to the introduction of the DBS Update service, individuals can register their DBS 
certificates online with the DBS, it will allow them to take their Certificate from role to role where 
the same level and type of check are required. The HR Administration team can then go online 
for a free and instant check to find out whether the individual’s Certificate is up-to-date. 
Employees will be encouraged to register their certificates; however Individuals who do not 
register their certificates will not have portability and will require a new DBS check when moving 
between certain roles. 
 
At the same time as the Update service is introduced the DBS will use a new relevancy test when 
releasing non-conviction information about the individual. It will now be based on the type of 
workforce and no longer actual job role. This change means that DBS certificates can be taken 
from role to role within the same workforce – working with children or adults, both or other. 

 
     

    13.  Administration Fee 
 

As an umbrella authority we undertake checks for other organisations and therefore              
reserve the right to charge an administration fee of £10 for undertaking the check on their behalf.  
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14. Renewals  
 
Employees who do not register their DBS certificates will be required to carry out a new DBS 
check every 3 years. If employees fail to renew their DBS check and provide a copy of the new 
certificate within the specified time scale they may be suspended from duty, paid or unpaid, 
depending on the circumstances. 

 
    15. Discretion to start without completed DBS check 

  
As a Council that takes its role as a Corporate parent and the Safeguarding of vulnerable people 
seriously, there is no policy discretion for starting in a new role without a DBS check if the post 
is working with children or vulnerable adults.  Any very rare and exceptional situation where there 
is a need to consider such an action must be in consultation with Human Resources and the 
Director/ Governing Body & Headteacher. The new worker must not be allowed to work 
unsupervised until the DBS check is complete and a Risk Assessment must be undertaken and a 
copy of this  will be retained on the personal file and will not set a precedent for any future cases.  
 
Failure by an employee to complete a DBS form with the Human Resources Administration Team 
within a specified time may result in termination of employment.  

 
     16.  What to do if a criminal record is revealed on a Disclosure  

If the applicant has past convictions and discloses them consideration will be given to the nature 
of the offence stated and its relevance to the post applied for. This will be considered by 
designated trained Officers of the Council who will interview the person and assess the risk 
against set criteria (Appendix D). 

Any matters revealed by disclosure that will affect a recruitment decision will be discussed with 
the candidate prior to a decision being made. Ultimately, it is the responsibility of the designated 
officer (e.g. Service Manager in Social Services, Head teacher etc.) to make a recommendation 
to a Director, Group Manager or School Governing Body on whether to offer the candidate a 
position. (Appendix D).  

On the 29 May 2014, legislation came into force that provides that certain old and minor cautions 
and convictions will no longer be subject to disclosure under the Exceptions Order. In addition 
employers will not be able to take certain old and minor cautions and convictions into account 
when making decisions about any individual. Under these provisions all cautions and convictions 
for specified serious violent and sexual offences and other specified offences of relevance for 
posts concerned with safeguarding children and vulnerable adults will remain subject to 
disclosure. In addition, all convictions resulting in a custodial sentence will remain subject to 
disclosure. 
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16.  What to do if a criminal record is revealed on a Disclosure  

Standard and Enhanced DBS certificates will include details of convictions and cautions 
(including youth cautions, reprimands and warnings) recorded on the Police National Computer 
(PNC). Some PNC information will now be filtered and will not appear on the certificate. Cautions 
and convictions filtered out are set out in legislation. 

Filtering is the term that the DBS is using to describe the process which will identify and remove 
convictions and cautions which should no longer be disclosed on DBS certificates due to 
changes to legislation. 

If an applicant had not declared a new or unspent criminal conviction on the Application Form, 
this will result in withdrawal of the offer of appointment.   

     17. Agency Workers 
 

Agency workers are used from time to time to cover temporary or seasonal work across the 
Council at establishments where vulnerable groups of individuals reside, work or spend leisure 
time.  
 
To ensure the safety and protection of children and vulnerable adults, Merthyr Tydfil County 
Borough Council will only employ agency workers who have been subject to the same checks as 
those which would be undertaken for recruitment to the Council. 
                                   
The recruiting manager should undertake checks with the agency and obtain written confirmation 
that they have a satisfactory DBS check.   
 
If the Recruitment Agency wishes to recommend an individual with a criminal record to work with 
children or vulnerable groups, the issues must be discussed with the recruiting manager/ 
headteacher and the same criteria for decision making will apply as to those which would be 
undertaken for internal employment.   
 
Agencies contracted by Social Services to provide care would normally be subject to the 
regulations of the Care Standards Act and be regulated and inspected by the Care Standards 
Inspectorate for Wales.  As such they are required to have DBS checks on employees.  Any 
agency providing a form of care that is not regulated will be required to provide evidence of DBS 
checks on staff for the contracts/commissioning officer. 

 
     18. Council Members and School Governors 

 
Welsh Government confirms that current legislation does not require pre-appointment checks for 
newly appointed, re-appointed, newly elected or re-elected governor and council Members.  

19.Volunteers 

Any individual who has regular unsupervised contact with children or vulnerable adults that falls 
within the scope of a ‘regulated activity’ in a volunteer capacity should also be subject to a check.   

 

19.Volunteers 
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Volunteers, unless undertaking a ‘regulated activity’ are not required to have a DBS check.  
However the responsible department/school should undertake a risk assessment to identify if it 
would be beneficial. The risk assessment checklist can be found at Appendix A. 

20. Contractors  
 
In order to protect children and vulnerable adults, contractors who are contracted specifically to 
work with children and vulnerable adults will require a DBS check.  Examples of such contracts 
include provision of transport to children and vulnerable adults, catering, cleaning or trade 
instructors working with children and vulnerable adults. 
 
A risk assessment as outlined in Appendix A must be undertaken in relation to all such 
contracts. 

 
21. Watchful / Aware Culture 

 
Even the most careful selection process cannot identify all those who pose a risk to children and 
vulnerable adults. Therefore, managers, headteachers and employees should always be alert to 
untoward behaviour. The emphasis should be on the creation of a culture which gives the people 
we work with the confidence and support mechanisms to raise concerns. Whistleblowing 
procedures should allow for a sensitive and supportive approach to such situations. 

 
22. The Council’s duty to refer information to the Disclosure and Barring Service 

  
Employers and service providers (engaged by employers) of regulated and controlled activities 
have a legal obligation to refer relevant information to the DBS where there is concern relating to 
harm or the risk of harm to children and vulnerable adults. 
 
The Council must refer information to the DBS when they have dismissed an individual, or an 
individual resigns, because they harmed, or may harm, a child or vulnerable adult. This applies to 
paid employees and volunteers. 
 
Local authorities (in their Social Services or schools capacity) must refer information to the DBS 
where: 
 
●  An individual who is working closely with vulnerable groups has harmed, or may    harm, a 
child or vulnerable adult; 
 
●  An individual who might in the future work closely with vulnerable groups has harmed, or may 
harm, a child or vulnerable adult; or 
 
●  Relevant information should be referred to the DBS as soon as it becomes      available. 
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22. The Council’s duty to refer information to the Disclosure and Barring Service 
 
No compromise agreements must be reached with employees who resign to  
avoid disciplinary action being taken. All disciplinary action should be completed and the outcome 
recorded. 
 
Failure to refer relevant information to the DBS without a reasonable excuse is 
punishable by a fine and disciplinary action may be taken against the responsible officer. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix A 
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RISK ASSESSMENT CHECKLIST 
 

 
The following checklist is to be used to determine the level of disclosure required. 
          

• Will the position involve one to one contact with children or other vulnerable groups as 
employees, customers or clients? 

 

• Will the work involve regularly caring for, supervising, training or being in sole charge of 
children or vulnerable groups?  

 

• Does the nature of the job present opportunities for the post holder to offend or behave 
inappropriately when involved with groups of children or vulnerable adults in the course of 
work?  
 

If the answer to any of the questions above is yes, then a disclosure is required. 
 
To determine the level of disclosure required the following should be taken into 
consideration.  

 

• What level of supervision will the individual receive?   
 

• What are the tasks, and in what circumstances are the duties to be carried out e.g. What 
level of autonomy will the individual have to visit premises and have access to vulnerable 
adults or children alone and unsupervised ?. 
 

Following a consideration of the above if the individual will have unsupervised contact 
with a child or vulnerable adult then an enhanced disclosure and a check against the 
barred list will be required.  Enhanced disclosures provide significant additional local 
information and indicate levels of risk not available through a standard disclosure.   
 
Checks on volunteers are free; a volunteer is defined on the DBS web site as: 

 
“a volunteer is person who is engaged in any activity which involves spending time, unpaid 
(except for travelling and other approved out-of-pocket expenses), doing something which aims 
to benefit someone (individuals or groups) other than or in addition to close relatives.” 
 
 
 
 
 
 
 
 
 
 
 
 
 

          Appendix B 
 



                                                                      Disclosure and Barring Service – Policy and Procedure 2014 16

 
POLICY STATEMENT ON THE RECRUITMENT OF EX-OFFENDERS 

 
1. As an organisation using the Disclosure and Barring Service (DBS) to assess applicants’ 

suitability for positions of trust, Merthyr Tydfil County Borough Council complies fully with 
the DBS Code of Practice and undertakes to treat all applicants for positions fairly, It 
undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of 
conviction or other information revealed. 

 
2. Merthyr Tydfil County Borough Council is committed to the fair treatment of its employee, 

potential employees or users of its services, regardless of race, gender, religion, sexual 
orientation, responsibilities for dependants, age, physical/mental disability or offending 
background.   

 
3. The Council actively promotes equality of opportunity for all with the right mix of talent, skills 

and potential and welcome applications from a wide range of candidates, including those 
with criminal records.  We select candidates for interview based on their skills, qualifications 
and experience. 

 
4. A Disclosure is only requested after a thorough risk assessment has indicated that one is 

both proportionate and relevant to the position concerned.  For those positions where a 
Disclosure is required, all application forms and recruitment briefs will contain a statement 
that a Disclosure will be requested in the event of the individual being offered the position. 

 
5. Where a Disclosure is to form part of the recruitment process, we encourage all applicants 

called for interview to provide details of their criminal record at an early stage in the 
application process.  We request that this information is sent under separate, confidential 
cover, to a designated person with Merthyr Tydfil County Borough Council and we 
guarantee that this information is only seen by those who need to see it as part of the 
recruitment process.   

 
6. The Council ensures that all staff who are involved in the recruitment process have been 

suitably trained to identify and assess the relevance and circumstances of offences.  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.   

 
7. At interview, or in a separate discussion, we ensure that an open and measured discussion 

takes place on the subject of any offences or other matter that might be relevant to the 
position.  Failure to reveal information that is directly relevant to the position sought could 
lead to withdrawal of an offer of employment.   

 
8. The Council makes every subject of a DBS Disclosure aware of the existence of the DBS 

Code of Practice and make a copy available on request.   
         

 
 
 
 

    Appendix B 
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9. The Council undertakes to discuss any matter revealed in a Disclosure with the person 
seeking the position before withdrawing a conditional offer of employment. 

 
Having a criminal record will not necessarily bar an individual from working with the 
Council. This will depend on the nature of the position and the circumstances and background of 
the offences. 
 
 
 
 
 

*************************************** 
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Appendix C 
 

DBS Policy Statement 
 
General Principles 
 
As an organisation using the Disclosure and Barring Service (DBS) and Disclosure Scotland to 
help assess the suitability of applicants for positions of trust, Merthyr Tydfil County Borough 
Council complies fully with their Code of Practice regarding the correct handling, use, storage, 
retention and disposal of Certificates and Certificate information.  It also complies fully with its 
obligations under the Data Protection Act 1998 and other relevant legislation pertaining to the 
safe handling, use, storage, retention and disposal of certificate Information and has written 
policy on these matters, which is available to those who wish to see it on request. 
 
Handling 
 
In accordance with section 124 of the Police Act 1997, Certificate Information is only passed to 
those who are authorised to receive it in the course of their duties.  We maintain a record of all 
those to whom Certificates or Certificate Information has been revealed and it is a criminal 
offence to pass this information to anyone who is not entitled to receive it. 
 
Usage 
 
Certificate information is only used for the specific purpose for which it was requested and for 
which the applicant’s full consent has been given. 
 
Retention 
 
The Authority no longer receives copies of Disclosure and Barring Certificates, therefore with the 
employee’s permission; a copy of their certificate is kept on their personnel file for the duration of 
their employment.  
 
Acting as an Umbrella Body 
 
Before acting as an Umbrella Body (one which countersigns applications and receives Certificate 
Information on behalf of other employers or recruiting organisations), we will take all reasonable 
steps to satisfy ourselves that they will handle, use, store, retain and dispose of Certificate 
Information in full compliance with the DBS Code and in full accordance with the policy.  We will 
also ensure that any body or individual, at whose request applications for DBS certificates are 
countersigned, has such a written policy ad, if necessary, will provide a model policy for that 
body or individual to use or adapt for this purpose. 
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Appendix D 
 

DISCLOSURE AND BARRING SERVICE - ENHANCED DISCLOSURE 
 

CHECKLIST FOR MEETING TO REVIEW INFORMATION DISCLOSED AND RECORD A 
DECISION ON EMPLOYMENT 

 
 

NAME OF APPLICANT:.....................………………………….……………………..                                                                                   
 
POST APPLIED FOR: ……………………………………………………………..                                                                        
 
Date of Meeting:  ………………………………………………………………………..                                                                                       
 
Present at meeting (PRINT NAME/TITLE) ……………………………….…………. 
                                                                                    
................................................................................................................................ 
 

1 Does the post involve one-one 
contact with children or other 
vulnerable groups as employees, 
customers and clients? 
 

 

2 What level of supervision will the 
post holder receive? 
 

 

3 Does the post involve any direct 
responsibility for finance or items of 
value? 
 

 

4 Does the post involve direct contact 
with the public? 
 

 

5 Will the nature of the job present any 
opportunities for the post holder to 
re-offend in the place of work? 
 

 

6 What is the seriousness of the 
offence and it’s relevance to the 
safety of other employees, 
customers, clients and property? 
 

 

7 What is the length of time since the 
offence occurred? 
 

 

8 Any relevant information offered by 
the applicant about the 
circumstances which led to the 
offence being committed, for 
example the influence of domestic or 
financial difficulties? 

 



                                                                      Disclosure and Barring Service – Policy and Procedure 2014 20

 

 Was the offence a one-off, or part of 
a history of offending? 
 

 

10 Has the applicant’s circumstances 
changed since the offence was 
committed, making re-offending less 
likely? 

 

11 The country in which the offence 
was committed; some activities are 
offences in Scotland and not in 
England and Wales, and vice versa. 
 

 

12 Has the offence been decriminalised 
by parliament 
 

 

13 Is there verification of the 
explanation from other sources e.g. 
references, DBS? 
 

 

 Comments: 
 
 
 
 

 Advice from Human Resources or Legal Services as appropriate. 
 
 
 
 

 
RECOMMENDATION 
 
Having interviewed the above named person, it is my view that the applicant is *still suitable 
/ unsuitable for employment  
 
* Please delete as appropriate 
 
Signed.................................................................Date.......................................... 
 
*PRINT NAME/TITLE............................................................................................. 
 

        Once the decision has been made, only the date of the meeting and the decision   
        can be kept on file, details received from Disclosure and Barring Service should 

be destroyed.  
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Risk Assessment of Information revealed by DBS Disclosures for positions that entail 
working with children or regulated activity involving adults. 

 
Risk Assessment Record 

 
 

Applicant Names:  

Post Held:  

Date of Assessment:  
 
 

Risk Rating Tick Measures to mitigate risk 

Low 

• Disclosure information not relevant to 
position and does not affect suitability 
for the position. Proceed with 
continued employment. 

  

Intermediate 

• Disclosure information is relevant to 
the position but is not considered 
sufficiently serious to render the 
applicant unsuitable for employment. 

• Risks can be safely managed through 
sensible measures (specify what they 
are and who will be responsible for 
implementing them). 

• Discussion to take place with 
individual to explain decision. 

  

High 

• Disclosure information is sufficiently 
serious and relevant to render the 
applicant unsuitable to the position. 
Recruitment to be aborted and offer of 
employment withdrawn, subject to 
outcome of interview with the 
individual.  

  

 
 

Decision: 
Disclosure information not relevant position and does not affect suitability for employment. 
 
Panel Head of HR, HR Advisor, Headteacher 
 
 
 
 

Head of HR Signature: ……………………………….. Date: …………………… 
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Appendix E 

Documents the applicant must provide  

The person going through a DBS check must provide original documents proving their 
identity. The documents needed will depend on the route the application takes. The 
applicant must try to provide documents from route 1 first. 

Route 1 

The applicant must be able to show: 

• 1 document from Group 1, below  
• 2 other documents from either Group 1 or Group 2a or 2b, below 

At least 1 of the documents must show the applicant’s current address. 

Route 2 

If the applicant doesn’t have any of the documents in Group 1, then they must be able to 
show: 

• 1 document from Group 2a 
• 2 other documents from either Group 2a or 2b 

At least 1 of the documents must show the applicant’s current address. The organisation 
conducting their ID check must then also use an appropriate external ID validation service 
to check the application. 

Route 3 

Route 3 can only be used if it hasn’t been possible to process the application through 
Routes 1 or 2. 

For Route 3, the applicant must be able to show:  

• a birth certificate issued after the time of birth (UK and Channel Islands) 
• 1 document from Group 2a 
• 3 further documents from Group 2a or 2b 

At least 1 of the documents must show the applicant’s current address. If the applicant can’t 
provide these documents they may need to be fingerprinted. 
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Group 1 – Primary Trusted Identity Credentials 
 

• Current valid Passport – UK or EEA (or Non-EEA in combination with a 
Biometric Residence Permit or current Work Permit/Visa) 

• Biometric Residence Permit (UK) 

• Current Driving Licence (UK) (Full or provisional) Isle of Man/Channel 
Islands; Photo card only (a photo card is only valid if the individual presents 
it with the associated counterpart licence; except Jersey) 

• Birth Certificate (UK & Channel Islands) –issued within 12 months of date of 
birth; Full or short form acceptable including those issued by UK authorities 
overseas, such as Embassies, High Commissions and HM Forces 

 

 

 
Group 2a – Trusted Government/State Issued Documents  
 

• Current valid Passport (UK, EEA, or Non-EEA) 

• Current UK Driving Licence (Photo card or old style paper version) 

• Biometric Residence Permit (UK) 

• Birth Certificate (UK & Channel Islands) – Issued within 12 months of date 
of birth 

• Certified copy of Birth Certificate (UK & Channel Islands) – Issued after 12 
months of date of birth 

• Marriage/Civil Partnership Certificate (UK) 

• Adoption Certificate (UK) 

• HM Forces ID Card (UK) 
Fire Arms Licence (UK) 

 

 
Group 2b – Financial/Social History Documents 
 

• Mortgage Statement (UK)** 

• Bank/Building Society Statement (UK)* 

• Credit Card Statement (UK)* 

• Financial Statement – e.g. pension, endowment, ISA (UK)** 

• P45/P60 Statement (UK & Channel Islands)** 

• Council Tax Statement (UK & Channel Islands)** 

• Work Permit/Visa (UK) (UK Residence Permit)** 

• Utility Bill (UK)* - Not Mobile Telephone 

• Benefit Statement* - e.g. Child Allowance, Pension 

• A document from Central/Local Government/Government Agency/Local 
Authority giving entitlement (UK & Channel Islands)* - e.g. from the 
Department for Works and Pensions, the Employment Service, Customs & 
Revenue, Job Centre, Job Centre Plus, Social Security 

• EU National ID Card 

• Cards carrying the PASS accreditation logo (UK) 
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Please Note: 
 
If a document in the List of Valid Identity Documents is: 

• denoted with * - it should be less than three months old 

• denoted with ** - it should be issued within the past the past 12 months 

• not denoted – it can be more than 12 months old 
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 Appendix Ff

 Spent and Unspent Convictions 

The rehabilitation period (the length of time before a caution or conviction becomes spent) is determined by 
the type of disposal administered or the length of the sentence imposed. It is calculated from the date of 
conviction or the date the caution is administered. The rehabilitation periods are shown in the table below. 

Sentence/disposal Rehabilitation period for 
adults (18 or over at the time 
of conviction or the time the 
disposal is administered) 

Rehabilitation period for young 
people (under 18 at the time of 
conviction or the time the 
disposal is administered) 

Imprisonment or detention in a 
young offender institution for 
over 30 months (2 ½ years) 

Never spent Never spent 

Imprisonment or detention in a 
young offender institution over 6 
months but not exceeding 30 
months (2 ½ years) 

10 years 5 years 

Imprisonment up to 6 months 7 years 3 ½ years 

Fine 5 years 2 ½ years 

Community Sentence 5 years 2 ½ years 

Conditional discharge The period of the order, or a 
minimum of 12 months 
(whichever is longer) 

The period of the order, or a 
minimum of 12 months 
(whichever is longer) 

Absolute Discharge 6 months 6 months 

Conditional Caution 3 months 3 months 

Simple Caution, Reprimand, 
Final Warning 

Spent immediately Spent immediately 

Some sentences carry variable rehabilitation periods. The main ones are as follows: 

Compensation Order On the discharge of the order 
(i.e. when it is paid in full) 

On the discharge of the order (i.e. 
when it is paid in full) 

Supervision Order N/A The period of the order, or a 
minimum of 12 months 
(whichever is longer) 

Bind Over The period of the order, or a 
minimum of 12 months 
(whichever is longer) 

The period of the order, or a 
minimum of 12 months 
(whichever is longer) 

Attendance Centre Order A period ending one year after 
the order expires 

A period ending one year after the 
order expires 

Hospital Order Five years, or a period ending 
two years after the order 
expires (whichever is longer) 

Five years, or a period ending two 
years after the order expires 
(whichever is longer) 

 
Important Note: This is intended as general guidance only. It must not be regarded as a definitive interpretation of the Act. 

Anyone in doubt should seek legal 


