
 
 
 

 

   
 

The Place 

Staff DBS Check Policy 

Introduction:  

The Disclosure and Barring Service (DBS) assists employers in making safer 

recruitment decisions and helps them to prevent unsuitable people from working with 

children and adults at risk.  

For the purpose of this policy: 

• A ‘young person’ is defined as a person under the age of 18 years. If a student 
is over the age of 18 years and embarking on any learning and participation 
programmes it is our duty of care to signpost to appropriate advice and support 
if they make a disclosure or show signs of abuse.  

• An ‘adult at risk’ is defined as someone aged 18 years or over, who 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 themselves, or unable to 
protect themselves against significant harm or exploitation. This can be a 
permanent or temporary condition. 

 
Roles at The Place that require working with children or adults at risk may require 

the postholder to hold an enhanced DBS check. This policy aims to provide guidance 

as to when DBS checks will be required, and outlines details of The Place’s DBS 

processes and data retention.  

This policy operates in conjunction with The Place’s Safeguarding of Children and 

Adults at Risk Policy and Staff Conditions 2009 document, and applies to all 

person(s) working on or involved with activities organised by The Place (this includes 

staff, both permanent, casual and freelance, artists and volunteers). For student 

requirements on DBS checks and criminal convictions please see the CDD’s 

Criminal Records Policy.  

Where a role/opportunity advertised by The Place requires the successful candidate 

to hold a DBS check, this policy will be made available to applicants at the outset of 

the interview process.  

 

DBS Checks at The Place:  

Person(s) working on/involved in regulated (see appendix 1) activity organised by 

The Place should hold an enhanced DBS check issued within the past 3 years. This 

applies to all regulated activities whether undertaken in-person or online. 

Any person(s) working on/involved in regulated activity organised by The Place who 

does not hold a DBS should be accompanied at all times by a person(s) in 

possession of an enhanced DBS check issued in the past 3 years when in contact 

with children or adults at risk. A safeguarding risk assessment recording the details 

of the accompanying member of staff must be completed by the relevant line 

manager and sent to the HR Team ahead of the regulated activity taking place. 

https://www.theplace.org.uk/sites/default/files/Safeguarding%20Young%20People%20and%20Adults%20at%20Risk%20Policy%20Update%20Jan%202021.pdf
https://www.theplace.org.uk/sites/default/files/Safeguarding%20Young%20People%20and%20Adults%20at%20Risk%20Policy%20Update%20Jan%202021.pdf
https://lcdsac.sharepoint.com/:w:/r/All%20Staff%20Area/Policies,%20Regs%20%26%20Key%20Info/HR/Key%20Employment%20Policies/Staff%20Conditions%20(Nov%202009).docx?d=w78d7e2991ef9494481134e99fe29d5c6&csf=1&web=1&e=Necv8g
http://www.cdd.ac.uk/wp-content/uploads/2018/07/Criminal-Records-Policy-2018-19.pdf


 
 
 

 

   
 

It is the responsibility of the relevant Programme Manager to ensure that details of 

staff members who require DBS clearance are sent to the HR Team for review at 

least 6 weeks ahead of them beginning work on any of The Place’s 

programmes/activities. 

 

Processing DBS Checks on behalf of those involved in The Place’s activity:  

The HR Team can process DBS checks on behalf of those involved in The Place 

upon request.  

 

A person(s) certificate must be in place before they commence work/involvement in 

any activity that will bring them in contact with children or adults at risk.  

It is the responsibility of the relevant Programme Manager to request any DBS 

checks that may need to be processed for those working on their programmes. 

Requests should be sent to the HR Team along with the following information: 

 

- Which activity the person(s) will be involved in 

- How frequently the person(s) will be working for/involved in activity organised 

by The Place which will put them in direct, unsupervised contact with children 

or adults at risk. 

- Whether they expect the person to return to similar work on The Place’s 

programmes in the future if applicable 

 

The HR Team will then decide whether the cost of the DBS check will be covered by 

The Place, or whether the person(s) will have to cover the cost of this themselves. 

This decision will be based upon the frequency and potential longevity of the 

person(s) work with/for The Place. 

 

The Place will pay for one DBS check per regular casual or permanent member of 

staff. The cost of additional DBS checks person(s) require after this will be the 

responsibility of the certificate holder(s).   

The Place engages an umbrella company to process its DBS checks (see Data 

Protection and Retention of DBS checks for more information).  

 

Members of the transgender community may contact the DBS service for a sensitive 

check which does not reveal their gender identity history. Further information about 

this service can be found here. 

 

The DBS Update Service: 

Casual and permanent staff members are required to join the DBS Update Service 

as The Place will not pay for more than one DBS check per person. People can sign 

up to the service for a fee of £13 per annum, this fee will be payable by the certificate 

owner. Individuals must sign up within 30 days of their DBS certificate being issued. 

The Place will cover the cost of DBS checks and DBS update service subscriptions 

for permanent staff members who require a DBS check for their role. 

https://www.gov.uk/guidance/transgender-applications
https://www.gov.uk/dbs-update-service


 
 
 

 

   
 

  

If individuals have a DBS certificate registered with the update service prior to 

beginning work on/involvement in The Place’s programmes, they will be contacted 

by the HR team to make an appointment to bring their original certification and 

confirmation of their permission for The Place to perform a DBS update service 

check.  

 

Portability of DBS Checks: 

The Place accepts portability of DBS checks, which individuals may have from 

previous employment, as proof of satisfactory clearance when:  

- The certificate was issued within the past 3 years and is registered on the 

DBS update service 

- The check is an enhanced + adults and children’s barred list check 

- The certificate and DBS update service check (to be performed by HR) is free 

from any offences (see appendix 2) that would prevent them working on/being 

involved in activity that will bring them in contact with children or adults at risk 

A person(s) certificate must be in place before they commence work/involvement in 

any activity that will bring them in contact with children or adults at risk.  

 

Use of DBS Checks: 

The Place requires applicants to disclose any ‘unspent’ criminal convictions as part 

of their application. Under the Rehabilitation of Offenders Act 1974 (amended) ex-

offenders are not required to disclose to prospective employers, convictions defined 

as ‘spent’ under the Act.  

However certain posts, particularly those working with vulnerable groups, in positions 

of trust or sensitive areas are exempt from these positions, and in these cases all 

criminal convictions must be declared, and DBS clearance obtained prior to starting 

employment. A current list of spent and unspent conviction periods is shown here.  

DBS disclosure information is only used for the specific purpose for which it was 

requested and for which the person(s) full consent has been obtained.  

The Place will not discriminate unfairly against person(s) with a criminal record and 

having a criminal record will not necessarily bar a person(s) from working for The 

Place. Where a disclosure is made under the Rehabilitation of Offenders Act 1974 

(amended) or information is stated within a DBS check, consideration will be given to 

the nature of the information and its relevance to the role the person(s) are due to 

undertake.  

Decisions as to a person(s) suitability for work on/involvement in activity organised 

by The Place which may bring them into direct, unsupervised contact with 

children/adults at risk based upon information revealed as part of a disclosure under 

the Rehabilitation of Offenders Act 1974 (amended) and/or as part of a DBS check 

will be made by the Senior Safeguarding Officer in conjunction with the relevant 

Programme Manager. Where the Senior Safeguarding Officer is unavailable, a 

https://dbsdirect.co.uk/resources/Unspent%20Convictions.pdf


 
 
 

 

   
 

nominated Deputy Safeguarding Officer will be responsible for this decision 

alongside the relevant Programme Manager and Director of the Programme. 

 

Data Protection and Retention of DBS Checks: 

The Place complies fully with its obligations under UK GDPR and Data Protection 

Act 2018, the DBS Code of Conduct and other relevant legislation pertaining to the 

safe handling, use, storage, retention and disposal of certificate information.  

The Place engages an umbrella company (Atlantic Data Ltd) to process its DBS 

checks and takes all reasonable steps to satisfy itself that the umbrella organisation 

handles, uses, stores, retains and disposes of certificate information in full 

compliance with the DBS Code of Practice and in accordance with this policy.  

In accordance with section 124 of the Police Act 1997, certificate information is only 

passed to those 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 onto anyone who is not entitled to 

receive it.  

The Place does not keep any certificate information for longer than is necessary to 

make a recruitment (or other relevant decision). Certificate information is generally 

kept for a period of up to 6 months to allow for consideration and resolution of any 

disputes and/or complaints. If, in exceptional circumstances, it is necessary for The 

Place to keep certificate information for longer than 6 months, we will consult the 

DBS about this and will give full consideration to the Data Protection and Human 

Rights of the person(s) in question before doing so.  

Once the certificate retention period has elapsed, The Place will ensure that any 

DBS certificate information is destroyed confidentially. A record of the certificate 

holder’s name, the certificate date of issue, certificate number, counter signatory, 

details of any recruitment decisions taken and the person who saw the original 

documents will be kept for monitoring purposes. This information will be stored 

centrally and securely by the HR Team.  

  



 
 
 

 

   
 

Appendix 1 

Regulated Activity 

Regulated activity is work that a barred person must not do and is defined in the 

Safeguarding Vulnerable Groups Act 2006 and is amended by the Protections of 

Freedoms Act 2012.  

Relevant information regarding regulated activity for the purpose of this policy is as 

follows:  

Children (Under 18s):  

Encompasses: 

i. Unsupervised activities: teaching, training, instructing, caring for or 

supervising children, or providing advice/guidance on well-being, or driving a 

vehicle for children 

ii. Work for a limited range or establishments (‘specified places’), with 

opportunity for contact e.g. schools, children’s homes, childcare premises 

excluding work by supervised volunteers 

Work under (i) or (ii) is regulated activity only if done regularly. Activity is considered 

regular if:  

i.  

• It is carried out by the same person frequently (once a week or more often) 

or; 

• It is carried out on 4 or more days in a 30-day period or; 

• It is carried out overnight (between the hours of 2am and 6am) 

 

ii.  

• It takes place in a regulated establishment 

• It takes place frequently (as defined above) 

• It is carried out by the same person who is engaged in work for or in 

connection with the purposes of the establishment*; and 

• The work gives the person the opportunity, in their work, to have contact 

with children 

* Activity undertaken regularly in a number of different establishments, but only 

infrequently in each is not regulated activity. This is because each establishment is 

only arranging the activity infrequently, so each establishment is not a regulated 

activity provider in relation to that activity. 

Further detail on regulated activity with children can be found here  

- Regulated Activity with Children in England 

 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/739154/Regulated_Activity_with_Children_in_England.pdf


 
 
 

 

   
 

Adults (people aged 18 and over): 

Regulated activity for adults identifies the activities provided to any adult which, if 

any adult requires them, means the adult in question is considered vulnerable at that 

particular time. The location/setting of the activity is not taken into account in relation 

to this definition, nor are the person characteristics or circumstances of the adult 

received the activities. 

There is no requirement for a person to carry out activities a certain number of times 

before they are engaging in regulated activity with a vulnerable adult. However, 

some exemptions apply, these are as follows: 

- Activity carried out in the course of family relationships and personal, non-

commercial relationships 

An indicative list of regulated activity for adults that apply to The Place is as follows: 

- Provision of health care (physical support) 

- Provision of psychotherapy and counselling 

 

Further information on regulated activity with adults can be found here:  

- Regulated Activity with Adults in England 

 

  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/739152/Regulated_Activity_with_Adults_in_England.pdf


 
 
 

 

   
 

Appendix 2 

Disqualification Criteria 

Below is an indicative list of activities/offences that disqualify individuals from 

working with children or adults at risk.  

- Inclusion on the Children’s or Adult’s Barred List1 

- Aiding, abetting, counselling or procuring the suicide of a child or young 

person 

- False imprisonment of an adult or child 

- Being found to have committed certain violent and sexual criminal offences 

against children and adults e.g.: 

o Murder or manslaughter of a child, young person or adult  

o Rape 

o Lewd, indecent or libidinous behaviour or practices towards a child 

under the age of 17 years 

o Kidnapping of an adult or child 

o Infanticide 

o Possession of indecent photographs of a child/children 

- Failure to comply with certain orders in relation to the care of children e.g.: 

o Abduction of a child in care 

o Offences relating to private fostering 

o Ill-treatment/wilful neglect of an individual 

- Trafficking of people for exploitation 

- Disqualification by association 

Further, more detailed information about disqualifying criteria relating to children and 

adults is available here. 

 

 
1 Working in regulated activity when listed on the children’s or adult’s barred list is a criminal offence, 
employers will be breaking the law if they knowingly employ an individual who is on a barred list. 
 
Serious offences will result in people automatically being placed on barred lists. All DBS checks for work at The 
Place should include barred lists checks. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/157242/dbs-factsheet-05.pdf

