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1. Introduction   
  

1.1  This policy sets out the requirements for obtaining Disclosure and Barring Service (DBS) checks to 
enable us to access relevant information in order to protect children and vulnerable adults who wish 
to access the services provided by the Langley Park Learning Trust (LPLT).   

  
1.2  In this policy “School” means any Trust school, “Head Teacher” means any Trust Head Teacher and 

“Regulated Activity” means the activities listed in the HM Government factual note on Regulated 
Activity in relation to Children which can be found at www.gov.uk.   

  
1.3  Usually a job applicant has no legal obligation to reveal spent convictions and it is illegal for an 

employer to ask whether an applicant has any spent convictions. However certain areas of 
employment are exempt from this rule under the Rehabilitation of Offenders Act 1974 (Exceptions 
1975) Order. This includes employment in a ‘Regulated Activity’ i.e. employment which involves 
contact with children or vulnerable adults. This exemption therefore applies to positions within the 
Langley Park Learning Trust. We use the DBS to undertake checks on the people who work or 
volunteer for us, as detailed in this policy.   

  
1.4  The Trust will process all disclosure checks at Enhanced level, with Barred List checks for those roles 

that meet the criteria for Regulated Activity.  A section 128 check will also be requested for all 
Governors /Trustees /Directors and those whose roles relate to the management of the school, 
including the Head Teacher. 

  
1.5  Teacher prohibition, and interim prohibition, orders prevent a person from carrying out teaching work 

in schools, sixth form colleges, 16 to 19 academies, relevant youth accommodation and children's 
homes in England. A person who is prohibited must not be appointed to a role that involves teaching 
work. Employer access online is a free service which can be used to check prohibition orders.   

 
1.6  Since all of our trustees, governors, employees and volunteers have some involvement of working 

with children, young people or vulnerable adults, the vast majority of posts within LPLT have been 
assessed as requiring an Enhanced Check with Lists Checks Disclosure which, for the avoidance of 
doubt, shall include (but will not be limited to):  

 

• employees who work in one of our Schools  

• trustees  

• staff within LPLT with access to school related documents within the LPLT Central Office or 
remotely   

• governors on the local governing bodies within LPLT 

• other individuals where considered appropriate e.g. volunteers and consultants.     
  
2. Policy statement   
  

2.1  We are committed to ensuring, as far as possible, that the staff employed by LPLT, in either a paid or 
unpaid capacity, pose no threat to children, young people or vulnerable adults.   

  
2.2  All staff recruited to positions involving contact with children (under 18’s) or vulnerable adults and to 

positions which give access to information about these individuals, will be required to complete an 
Enhanced DBS with Lists Check Disclosure check prior to initial appointment and as often as 
considered appropriate by LPLT thereafter, as part of the conditions of their employment.   

  
2.3  Any convictions disclosed will be considered fairly, taking into account the nature and circumstances 

of the offence and its relevance to the post. We undertake not to discriminate unfairly against any 
subject of a DBS check on the basis of a conviction or other information revealed and we are 
committed to the fair treatment of our staff, potential staff or users of our services, regardless of 
race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental 
disability or offending background.   

  



2.4  We undertake to comply fully with the relevant sections relating to pre-employment vetting and 
retention of recruitment records of the Employment Practices Code which is issued by the 
Information Commissioner and the DBS Code of Practice regarding the correct handling, use, storage, 
retention and disposal of Disclosures and Disclosure information. LPLT will also comply fully with its 
obligations under the Data Protection Act 1998, General Data Protection Regulations 2016/679 and 
other relevant legislation pertaining to the safe handling, use, storage, retention and disposal of 
Disclosure information.  

  
2.5  A trained Designated Safeguarding Lead will be appointed at each School within LPLT. 

  
3. Recruitment procedures  
  

3.1  Where a DBS disclosure is required for the post, the job advertisement and job description should 
include a statement indicating that offers of employment will be made subject to a satisfactory 
Enhanced DBS check with Lists Check Disclosure.  

  
3.2  Candidates will be asked to disclose any previous convictions on the application form.  We will ask 

that this information is sent under separate, confidential cover, to a designated person within LPLT 
and we guarantee that this information will only be seen by those who need to see it as part of the 
recruitment process.   

  
3.3  Failure to disclose a conviction or to provide truthful information which subsequently comes to our 

attention may lead to disciplinary action against the individual including dismissal. In addition, a 
failure to answer a question about previous convictions during the recruitment process will be a valid 
reason to withhold employment or to dismiss the individual.  

  
3.4  Once an offer of employment has been accepted, the successful candidate will be asked to complete 

a DBS application form online and to provide the necessary evidence for verification of identity 
(original documents are required).  

  
3.5  The designated person verifying the application must complete their section of the form using the 

evidence of identification presented by candidates, taking care to ensure vigilance in checking these 
and accuracy in completion.  

  
3.6  Once the identity check has been completed, the completed form will be sent to DBS for processing.   
  
3.7  Where a recruitment agency is used, the school must ensure that the agency has carried out the 

appropriate checks on the individual before they start work.  
  
3.8  Once the DBS check has been completed, the DBS certificate will be sent directly to the candidate.  

The Trust will be informed via an automated response whether the certificate is clear or contains 
positive information, but not what that positive information is.  Copies of the certificate are not sent 
to the school or Trust.  In circumstances where the check contains positive information, the Head 
Teacher will ensure that they see the candidate’s certificate and check it correctly. 

 
3.9 Where a criminal record was declared on the application form, this will be fully discussed with the 

candidate seeking the post before a decision to either withdraw or confirm a conditional offer of 
employment is taken.  A risk assessment will be carried out to help determine if the criminal history is 
relevant to the role before any decision is made.    

 
3.10 If the DBS Disclosure contains information which was not revealed by the candidate, or additional 

information is received by the police, a further discussion will be held with the candidate and a 
further review against the risk assessment carried out to determine whether to confirm or withdraw 
the conditional offer of employment.   

  
3.11 We reserve the right to include a continuing disclosure obligation in our employment contracts.  
  



3.12  LPLT and all of its schools are required to keep a single central record of recruitment and vetting 
checks in accordance with Keeping Children Safe in Education 2019. 

  
4. Start date   
 

4.1  An Enhanced DBS check with Lists Disclosure should be sought immediately once an offer of 
employment is accepted, so that LPLT can review the contents of the disclosure before the individual 
commences employment. Candidates should be encouraged to provide a copy of the Enhanced DBS 
certificate to the relevant contact at the School or LPLT as soon as possible in order to avoid delays 
with the recruitment process.  

  
4.2  Where possible, the start date should be set to allow sufficient time for the return and clearance of 

the DBS disclosure. If it is not possible to delay the start date, or if there is any delay in receiving the 
disclosure, the successful candidate may start employment; subject to a satisfactory medical 
clearance and a second written reference, where at least one written reference has been received 
provided that the individual does not engage in a Regulated Activity. No unsupervised access to young 
people or vulnerable adults must be allowed prior to satisfactory disclosure.   

  
4.3  It is the responsibility of the Head Teacher of the relevant School to establish appropriate supervision 

arrangements and/or adjustment to the individual’s duties until a satisfactory DBS check is received. If 
appropriate supervision arrangements cannot be put in place, the individual must not start work until 
the checks are received by LPLT.  

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

5.1  Where a criminal record was declared on the application form, this will be fully discussed with the 
candidate seeking the post before a decision to either withdraw or confirm a conditional offer of 
employment is taken.  A risk assessment will be carried out to help determine if the criminal history is 
relevant to the role before any decision is made.    

  
5.2  If the DBS Disclosure contains information which was not revealed by the candidate, or additional 

information is received by the police, a further discussion will be held with the candidate and a 
further review against the risk assessment carried out to determine whether to confirm or withdraw 
the conditional offer of employment.   

  
5.3  Assessing and managing the risk of employing a person with a criminal record, or about whom 

positive information has been revealed following a disclosure, means comparing the candidate’s skills, 
experience and conviction circumstances against the risk criteria identified for the job and deciding on 
the relevance of the conviction or other information.  
 

5.4 Having a criminal record will not necessarily bar someone from employment with the Trust; this will 
depend on the background to the offence(s) and the nature of the position being sought. An objective 
common-sense approach will be taken by the Trust in assessing the information which will take into 
account the school’s responsibilities for safeguarding, and:  

• the school’s duties in law   

• the nature of the crime, when it happened, and the circumstances involved   

• the sentence, if any   

• patterns of offending   

• efforts to avoid re-offending   

• job requirements   

• safeguards against offending at work   

• possible reactions of employees.  
 
6. DBS Update Service  
  

6.1  The DBS update service allows applicants to keep their DBS certificates up to date online and to take it 
with them from role to role if the applicant pays an online fee. There is currently no fee for volunteers 



to subscribe to the DBS update service. Further information can be found at: 
https://www.gov.uk/dbs-update-service 

 
 
6.2 The Trust, in certain circumstances, will accept existing DBS certificates that are maintained via the 

DBS Update Service.  In all other circumstance, the Trust will require a new enhanced disclosure to be 
completed prior to confirmation of employment.   

 
6.3 LPLT reserves the right to use the DBS update service to check an individual’s DBS certificate, subject 

to certain requirements. The employer or organisation:  a) must be legally entitled to carry out a 
check  b) have the worker’s written permission.  

 
  
7. Rechecks  
  

7.1  All LPLT staff, Governors, Trustees and volunteers (as detailed in section 10) will be rechecked every 3 
years. This will be either via the DBS Update service (if set up), or a new DBS check applied for. If LPLT 
staff, Governors, Trustees or volunteers (as detailed in section 10) have a break in service of more 
than three months, they will also be rechecked. Please note that extended sickness or maternity leave 
does not constitute a break of service. If a person working for the Trust moves from a post that was 
not regulated activity into work which is considered to be regulated activity, they will be rechecked. 
The Trust reserves the right to ask existing employees in relevant positions to apply for a new DBS 
check at any time if they have concerns about their suitability to work with children. 

 
7.2 All LPLT staff, Governors and Trustees are required to complete an annual self-declaration and 

disclosure form. Details of any criminal records since the date of their last DBS check should be 
disclosed on this form. If this  is the case, the form should be marked as ‘yes’ with written details 
provided confidentially to the  Head teacher. However, employees are required to notify LPLT HR 
Team immediately if they are subject to any criminal proceedings (including arrest, charge, conviction, 
caution or bind over) whilst in LPLT’s employment. Disciplinary action, including dismissal may be 
considered if there has been criminal or non-criminal activity which affects the employee’s suitably 
for continued employment or has unacceptable repercussions for LPLT. 

 
7.3 If a Trustee or Governor’s term of office ends and they are reappointed, a new DBS will be applied for 

as this is considered a new appointment. 
  
8.  Single Central Record  
  

8.1  All LPLT schools are required to keep a fully up-to-date Single Central Record containing whether or 
not the following checks have been carried out or certificates obtained, and the date on which the 
checks were completed. The bullet points below set out the minimum information that must be 
recorded in respect of staff members:  

• an identity check  

• a barred list check  

• an enhanced DBS check  

• a prohibition from teaching check (if applicable) 

• further checks on people living or working outside the United Kingdom (UK)  

• a check of professional qualifications where required 

• a check to establish the person’s right to work in the UK.   

• A section 128 check for management positions 
 

Whist there is no statutory duty to include on the Single Central Record details of other checks, 
schools are free to record any other information they deem relevant. For example, checks for 
childcare disqualification, safeguarding and safer recruitment training dates. Schools may also wish to 
record the name of the person who carried out each check. 

 
 

https://www.gov.uk/dbs-update-service


9.  Childcare Disqualification Requirements 
  

9.1  LPLT schools will ask all relevant staff to complete a Childcare Disqualification form. For  staff who 
 work in childcare provision or who are directly concerned with the management of such provision, 
 schools need to ensure that appropriate checks are carried out to ensure that individuals are not 
 disqualified under the current Childcare Disqualification Regulations. Further information on the 
 staff to whom these Regulations apply, the checks that should be carried out, and the recording  of 
 those checks can be found in Disqualification under the Childcare Act 2006 statutory guidance
 https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006 

 
                     
10. Volunteers 
 

The Trust occasionally uses volunteers. The requirement to undertake a DBS Disclosure check will be 
determined by the frequency and nature of contact with students and if they are considered to be in 
regulated or non-regulated activity (see Appendix 1 flowchart).This will be based on a thorough risk 
assessment of the role to be performed by the volunteer.   

   
 11.Supply Staff 
 

 Vetting checks will be required for those who work as supply staff, including those who are employed via a 
supply agency. Where supply staff are recruited directly by the Trust the same process will be followed as  for 
all employed staff and an enhanced DBS Disclosure applied for.  Before taking on supply staff from an agency, 
the school will obtain written confirmation from the agency that the relevant DBS Disclosure has been seen, 
checked and confirmation on whether it contained any disclosed information. The school will not need to see 
or carry out a check unless there is information contained in the DBS Disclosure.   

 
12. Overseas Candidates 
 

 Individuals who have lived or worked outside the UK must undergo the same checks as all other staff. In 
addition, the trust will make any further checks they think appropriate so that any relevant events that 
occurred outside the UK can be considered. This will be by following The  Home Office guidance on criminal 
records checks for overseas applicants. 
  

13. Agency & Contractor Staff 
 

The Trust schools will ensure that where agency or contract workers are supplied to carry out duties within 
the school that brings them into contact with students, an Enhanced DBS Disclosure check has been 
undertaken by the agency or contractor before they commence work. The schools will ensure that relevant 
clauses are included in any contracts in advance of the work starting. The schools will also obtain annual 
written confirmation from the agency or contractor that they have carried out all relevant safe recruitment 
checks. Additionally, the agency or contractor will need to provide the names of the staff that will be coming 
onto the school site to fulfil the contract. The school will check the ID of the contractors when they arrive at 
the school and record that these checks have been carried out on the SCR. 

 
14. Monitoring, Evaluation and Review   

  
14.1  This policy will be reviewed by the Langley Park Learning Trust annually. 

 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/disqualification-under-the-childcare-act-2006


 
Appendix 1:  
Flowchart of Disclosure and Barring Service Criminal Record checks and Barred List Checks 

 
 

 



 

Appendix 2: Secure storage, handling, use, retention and disposal of disclosure and disclosure information   

 

1 General principles  

As an organisation using the Disclosure & Barring Service (DBS) to help assess the suitability of applicants for positions 

of trust, the Trust 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 and has a written policy on these matters, which is available to those who wish to see it on 

request.  

  

2 Storage and Access  

Disclosure information is never kept on an applicant’s personnel file and is always kept separately and securely, in 

lockable, non-portable, storage containers with access strictly controlled and limited to those who are entitled to see 

it as part of their duties.  

  

3 Handling  

In accordance with section 124 of the Police Act 1997, Disclosure 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 Disclosures or 

Disclosure information has been revealed and we recognise that it is a criminal offence to pass this information to 

anyone who is not entitled to receive it.  

  

4 Usage  

Disclosure information is only used for the specific purpose for which it was requested and for which the applicant’s 

full consent has been given.  

  

5 Retention  

Once a recruitment (or other relevant) decision has been made, Langley Park Learning Trust schools do not keep 

Disclosure information for any longer than is absolutely necessary. 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 Disclosure 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 safe storage and strictly controlled access will prevail.  

  

6 Disposal  

Once the retention period has elapsed, we will ensure that any Disclosure information is immediately suitably 

destroyed by secure means, i.e. by shredding, pulping or burning. While awaiting destruction, Disclosure information 

will not be kept in any insecure receptacle. We will not keep any photocopy or other image of the Disclosure or any 

copy or representation of the contents of a Disclosure. However, we will keep a record 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 the details of the recruitment decision taken.  

 

  

 

 

 

 

 

 

 



 

Appendix 3 – Recruitment of Ex-Offenders 

  

1. Langley Park Learning Trust complies fully with the DBS Code of Practice and undertakes to treat all candidates 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. Langley Park Learning Trust is committed to the fair treatment of its staff, potential staff or users of its services, 

regardless of race, sex, religion or belief, sexual orientation, gender re-assignment, pregnancy and maternity, 

responsibilities for dependants, marriage and civil partnership, age, disability or offending background.   

  

3. This policy on the recruitment of ex-offenders will be made available to all Disclosure applicants at the outset of the 

recruitment process.   

  

4. We actively promote 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 all candidates for 

interview based on their skills, qualifications and experience.   

  

5. Application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be requested in 

the event of the individual being offered the position.   

  

6. Where a Disclosure is to form part of the recruitment process, we encourage all candidates called for interview to 

provide details of their unspent convictions at an early stage in the application process..   

  

7. Unless the nature of the position allows Langley Park Learning Trust to ask questions about a candidate’s entire 

criminal record we only ask about “unspent” convictions as defined in the Rehabilitation of Offenders Act 1974.   

  

8. We ensure that all those in Langley Park Learning Trust schools 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.   

  

9. 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.   

  

10. We make every subject of a DBS Disclosure aware of the existence of the DBS Code of Practice and make a copy 

available on request.   

  

11. We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before 

withdrawing a conditional offer of employment.   

  

12. Having a criminal record is not necessarily bar to working with us. This will depend on the nature of the position 

and the circumstances and background of the offences. 


