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1. Our policy statement 

The Hamlet charter belief that everyone should be happy and safe is upheld by our 

DBS checking policy. The Hamlet uses the Disclosure and Barring Service (DBS) 

checking service to help assess the suitability of applicants for positions of trust, The 

Hamlet complies fully with the Code of Practice regarding 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 a written policy on these matters, which is 

available to those who wish to see it on request. 

2. Purpose of this policy and why we have it 

The Hamlet will use this policy: 

• To ensure that it complies with the Data Protection Act 1998 

 

• To ensure that the privacy rights of all applicants for both paid and voluntary 

posts are protected 

 

• To ensure that information relating to DBS certificates is accessed only by 

those people who are responsible for doing so and who are required to do so 

 

• To ensure that data connected to DBS certificates is stored securely and only 

for as long as is necessary 

 

• To ensure that all data relating to DBS certificates is destroyed correctly and 

securely after the relevant amount of time 

 

3. The scope of this policy 

This policy applies to: 

• Staff at The Hamlet 

 

• Volunteers including Trustees at The Hamlet 

 

• Students on work placements 

Disclosure and Barring (DBS) 

Checking Policy 
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• Visiting staff from other organisations and services 

 

4. How we will implement and monitor this policy 

Eligibility for a DBS check 

• For some types of work employees or volunteers must have an Enhanced DBS 

check to ensure that they are not listed as barred from taking part in such 

work. This type of work is known as “regulated activity”.  

 

It is The Hamlet’s legal responsibility to make sure that anyone taking part in 

regulated activity is not barred from doing such work. It is a criminal offence 

to knowingly employ someone (including as a volunteer) in a regulated 

activity from which they are barred from working. 

 

Regulated activity includes regular work with children which is unsupervised. 

This means that, in most circumstances, people working with children need to 

be DBS checked unless they are being supervised by someone else who is 

DBS checked. In some circumstances, such as in a childcare premise or 

Children’s Centre, all paid staff must be DBS checked even if they are being 

supervised. Some work with adults is also regulated. This includes providing 

health care or social work to any adult, and providing personal care, 

assistance with bills or shopping, or help with conducting personal affairs to 

any adult who requires such support because of their age, illness or disability 

 

• The Hamlet is aware that it is an offence to knowingly allow a barred person 

to take part in regulated activity.  

 

• If an employee or volunteer already has a DBS check for the relevant 

workforce, with access to the relevant barring list and is part of the DBS 

update service then The Hamlet can accept this in place of doing a new 

check as long as ID is also checked.  

 

• If an employee or volunteer has a DBS check for the relevant workforce that is 

less than 3 months old, with access to the relevant barring list, the recruiting 

manager may decide to accept this in place of doing a new check as long 

as a declaration is signed by the employee stating that there has been no 

change in circumstances since the date of the check. 

 

• A decision will be made at the start of any recruitment for a post, (paid or 

voluntary) to determine whether the post holder needs to have a DBS check. 

This decision will be made by considering the job description and the type of 

activity that the job holder will undertake using government guidance. 
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• Payment for a DBS check is the responsibility of the employee.  

 

• At no time can a member of staff or volunteer carry out regulated activity 

unless they have a satisfactory enhanced DBS check that shows they are not 

barred from such activity. 

 

Storage and access 

• Paper certificate information will not be collected or stored by The Hamlet. 

 

• Online applications and information will be kept securely on the uCheck 

system with access strictly controlled and limited to those who are entitled to 

see it as part of their duties.  

 

• Data collected as part of the DBS check will be stored on a spreadsheet, this 

will include: the individual’s name, DBS certificate number, level of check, 

identification document numbers, checker’s name, status of check and the 

names of any others to who the information on the DBS check has been 

revealed. 

 

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.  

 

• A record of all those to whom certificates or certificate information has been 

revealed is kept, it is a criminal offense to pass this information to anyone who 

is not entitled to receive it. Those who are authorised to deal with Disclosure 

Information are: 

Chief Executive 

Chief Executive’s Assistant / HR Administrator 

Senior Managers 

Deputy Managers 

Usage 

• Certificate information is only used for the specific purpose for which it was 

requested and for which the applicant’s full consent was given. 

 

Retention 

• Once a recruitment (or other relevant) decision has been made, we do not 

keep certificate information for any longer than is necessary.  
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• If the individual is not recruited this is generally for a period of up to six months, 

to allow for the consideration and resolution of any disputes or complaints. If, 

in very exceptional circumstances, it is considered necessary to keep 

certificate information for longer than six months, we will consult the DBS 

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

Rights of the individual before doing so. Throughout this time, the usual 

conditions regarding the safe storage and strictly controlled access will 

prevail.  

 

• If the individual is recruited data is kept until the individual ceases to be 

employed by The Hamlet. This data includes: the individual’s name, DBS 

certificate number, level of check, identification document numbers, 

checker’s name, status of check and the names of any others to who the 

information on the DBS check has been revealed. 

Disposal 

• Once the retention period has elapsed, we will ensure that any DBS 

certificate information is immediately deleted from the system. We will not 

keep any photocopy or other image of the certificate or any copy or 

representation of the contents of a certificate. However, notwithstanding the 

above, we may keep a record of the date of issue of a certificate, the name 

of the subject, the type of certificate requested, the position for which the 

certificate was requested, the unique reference number of the certificates 

and the details of the recruitment decision taken. 

 

5. Links to other policies and strategies 

 

• Recruitment of Ex-Offenders 

• Safeguarding 

• Staff Handbook 

6. Legal references and context 

 

• Data Protection Act 1998 

• DBS Privacy Policy 

• Protection of Freedoms Act 2012 

 

Date approved by the board: 

Date of next review: 

Post holder responsible for this policy: 

 

 


