
DISCLOSURE AND BARRING SERVICE (DBS) 

Name: National Care Group 

Policy Statement 

This policy outlines the organisation’s approach to the use of Disclosure and Barring Service 
(DBS) checks, and the storage and use of information on convictions disclosed by the DBS. 
The policy applies to all staff groups and should be given to applicants at the outset of the 
recruitment process where an Enhanced DBS disclosure of their criminal record will be 
required as part of the application process for working in a Regulated Activity. 

The Policy 

Disclosure and Barring Service (DBS) Check 

DBS is an amalgam of the old Criminal Record Bureau (CRB) and the Independent 
Safeguarding Authority. Their duties are set out in The Freedoms of Protection Act 2012. The 
changes are being incrementally introduced until 2017. Changes in place so far are: 

• The Protection of Vulnerable Adults List is now held by the Disclosure and Barring 
Service and a referral system is in place. Guidance and the referral form are available 
on the DBS website 

• The Barring List is now held by the DBS, called the DBS Barred List. 

• An Update Service launched by DBS enables prospective employees to pay a 
subscription fee of £13 per annum which allows them to update their current DBS. 

• Employers will be able to validate the DBS which has been made available to them via 
the interview process by checking electronically on the DBS website 

• The DBS multiple online tracking service  can be used to view several DBS 
applications at once and also used to order blank application forms, if you are a 
registered provider 

• The paper counterpart to the photocard driving licence is no longer valid and isl no 
longer be issued by DVLA. Paper driving licences issued before the photocard was 
introduced in 1998 will remain valid and should not be destroyed 

• For the DBS ID checking process this means that just the driving licence photocard 
needs to be checked, unless an old-style paper driving licence is produced (pre-1998) 
and the photocard driving licence issued by the DVLA without the paper counterpart 
will be classed as a group 1 identity document for DBS check applicants   

To keep up with these changes it is vital that the DBS website is checked frequently 

Appointments Requiring a DBS Disclosure 

An applicant will be requested to submit to a DBS disclosure request where they meet the 
new definition of Regulated Activities, which came into force on 10th September 2012 
following the amending of the Vulnerable Groups Act 2006. Before considering asking a 
person to apply for a criminal record check through DBS, the organisation is legally 
responsible for ensuring that they are entitled to submit an application for the job role. A 
countersigning officer must satisfy themselves that the position is eligible under the current 
legal provisions before countersigning each application form. The DBS are continually 
updating their eligibility for DBS checks.   

https://secure.crbonline.gov.uk/enquiry/multipleEnquirySearch.do


   All subjects of a DBS disclosure request will be made aware of the DBS Code of Practice.  
Any information revealed in a disclosure that is likely to lead to the withdrawal of a job offer will 
be discussed with the applicant before the offer is withdrawn. 

Where a conviction has been disclosed in an individual’s application for a post with the 
organisation, a discussion will take place at the end of the interview regarding the offence and 
its relevance to the position. 

Failure to reveal information relating to unspent convictions could lead to the withdrawal of an 
offer of employment. 

• DBS Process Statement  

This organisation will implement a full DBS-only disclosure for all relevant staff. Currently as 
an organisation cover the cost of the DBS.  

In order for this organisation to be as efficient and cost effective as possible, the portability of 
the DBS needs to be implemented as soon as is practicable.  The old CRB system is now 
abolished and the next stage in the process means that the employer will no longer receive a 
copy of the DBS disclosure. It is therefore imperative, in order to protect and safeguard 
residents, that the use of the update service is implemented. 

Risk-based decision making in relation to disclosures 

Where a perspective employee has a DBS returned detailing criminal offences which have not 
been disclosed a risk assessment will be undertaken in respect to their recruitment. This must 
be based on the information to hand and a balanced view should be maintained throughout 
the process. It is this organisation’s responsibility to ensure the safeguarding of residents and 
the decision to employ will be taken in the context of risk to the resident, staff and the business. 
The decision will be recorded and held on file. 

The Rehabilitation of Offenders Act 1974 provides that ex-offenders are not required to 
disclose to prospective employers convictions defined as ‘spent’ under the Act. However 
because our employees work in a Regulated Activity the updated list applies as defined in the 
Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. 

DBS Disclosures and Data Protection 

In this organisation: 

• DBS disclosure information will not be stored on an employee’s personnel file but will be 
stored separately in lockable storage with access limited to those who are entitled to see 
it as part of their duties. 

• A record will be maintained of all those to whom disclosure information has been revealed, 
as it is a criminal offence to pass on this information to anyone who is not entitled to receive 
it. 

• The DBS reference number will be the means used to investigate any queries regarding 
the disclosure. 

• A register of these numbers will be kept in order to check and review the information where 
required. 

• DBS disclosure information will only be used for the specific purpose for which it was 
requested and for which the applicant’s full consent will have been obtained. 

• Any information disclosed during the DBS process will be dealt with sensitively and 
appropriately 



• We follow the guidance issued by CQC “ Disclosure and Barring Service ( DBS) checks 
(formerly  criminal record (CRB) and barring checks)”  issued 2013  

• There is further guidance available from CQC with regard to work placements which we 
follow as required.  

 


