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Disclosure and Barring Service (DBS) 
 

1. Background 
The purpose of this policy is to clarify Abbeyfield The Dales Ltd (ATD) position on employing ex-
offenders, the procedure for obtaining and processing Disclosures that contain criminal records, 
the secure storage, handling, use, retention and disposal of criminal record disclosures and 
disclosure information. DBS checks are currently free to volunteers. A separate Code of Practice 
for registered persons and other recipients of Disclosure information is available on request. 

The law requires ATD to consider whether employees and volunteers are suitable for the work 
they carry out, we will always ask new employees whether they have any current criminal 
convictions which need to be considered. 

There are two levels of check available when obtaining a DBS Certificate, a Standard check and an 
Enhanced Check. ATD only undertake Enhanced checks, and this applies to all staff and 
volunteers. 

An Enhanced DBS check which is the highest level of criminal record check, which contains the 
same PNC information as the standard check but also includes a check of police records held locally 
and for positions working with children and vulnerable adults, information held by the Disclosure 
and Barring Service (DBS). This check is carried out for all staff and volunteers. 

1.1. DBS Adult First Checks 
DBS Adult First is a service exclusive to those working in the health sector as described in 
Department of Health (DH) guidance. For ATD this service is only available for staff working 
in Care. The service provides an initial check that a potential new employee is not listed on 
the DBS Adult barring list as being barred from working with Vulnerable Adults. 

A DBS Adult First check may allow a potential new member of staff, for example a care 
worker, to start work before a DBS check has been issued. DBS Adult First checks carry a 
strict criterion and are permissible only in exceptional circumstances, for example it is 
necessary to obtain a check because there is a danger that staffing levels will fall below 
statutory obligations. 

The DBS’s reply to a DBS Adult First check will contain one of the following responses and 
clearly state that it only forms part of the DBS application process and that further 
information will follow: 

• Option 1: ‘Registered Body (ATD) must wait for the DBS certificate’ to be produced by 
the applicant employee. 

• Option 2: ‘No match exists for this person on the current Vulnerable Adults Barred list’. 

If the reply is Option 1, then the potential employee will not be able to start work before the 
DBS certificate has been received by them and produced to ATD. 

2. Objectives 
ATD is committed to providing services that enhance the quality of life for older people and 
developing services that will meet the needs of future generations. This commitment is based on 
the Mission and Values of ATD. ATD will also comply with all relevant and current legislation. 
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The aim of this policy is to ensure ATD fulfils its legal and moral obligation in: 
• Protecting our residents by ensuring that robust recruitment procedures are followed and that 

an Enhanced Disclosure is obtained for all positions, paid or voluntary, within the 
organisation. 

• Complying fully with the Home Office Revised Code of Practice for Disclosure and Barring 
Service Registered Persons and undertaking to treat all applicants for positions fairly using the 
following link for more information: https://www.gov.uk/government/publications/dbs-
code-of-practice. 

• The fair treatment of Disclosure applicants who have a criminal record.   We undertake not to 
discriminate unfairly against any subject of a Disclosure based on a conviction or other 
information revealed. Any conviction will only be allowed to adversely affect recruitment 
decisions where the conviction is considered relevant. The section titled Acceptable and 
Unacceptable Convictions (4.4) should be referred to for further information. 

• The fair treatment of our staff, potential staff, volunteers and users of our services and we 
promote equality of opportunity for all, of which further details are available in our Equal 
Opportunities Policy. 

• Ensuring that all those who are involved in the recruitment process receive appropriate 
guidance and are suitably able to identify and assess the relevance and circumstances of 
offences. Ultimately, these will be assessed by the Senior Management Team (SMT) and any 
decision will be made by them. 

• Save for instances where it is necessary to request a DBS Adult First Check, no employee or 
volunteer will be eligible to start work before a DBS check has been obtained. 

 
3. Scope 

This policy applies to all staff including volunteers and potential new members of staff and 
volunteers. 

 

4. Policy 
4.1. Application for DBS for all Employees and Volunteers 

All employees/volunteers are required to have an Abbeyfield The Dales Adult Workforce 
Enhanced DBS certificate, unless they have a ‘portable’ Enhanced DBS certificate (meaning 
that an enhanced certificate from previous employment/volunteering was registered with 
The Update Service, and this subscription has been kept up to date by renewing the 
subscription annually.) 

4.1.1. Validity Period and Renewal 
Abbeyfield The Dales have set the expiry date of an Enhanced ‘Abbeyfield The Dales’ 
DBS certificate at 3 years. Therefore, if an employee/volunteer fails to register their 
DBS certificate with The Update Service (which must be done within 19 days of the 
certificate issue date,) ATD will deem this certificate as ‘expired’ exactly 3 years from 
its date of issue. 

If a DBS Certificate was not registered with The Update Service, the employee or 
volunteer must re-apply for a new ATD Enhanced DBS Certificate prior to the current 
certificate expiring. 

For those staff not subscribed to the update service the Recruitment Team will send 
an email directly to employees to advise them that their certificate is coming up to 
expiry, and that they need to begin the application process for a new certificate 
without delay, by visiting the uCheck website via the link provided to them by the 
Recruitment Team and/or their line manager. 

https://www.gov.uk/government/publications/dbs-code-of-practice
https://www.gov.uk/government/publications/dbs-code-of-practice
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Line Managers will also be made aware at this time, so that they can help to ensure 
that this application is started in a timely manner and are able to assist the employee 
as required. 

In all cases, the employee will be required to bring in two original ID documents and 
one original proof of their address (from the approved list of acceptable 
documentation provided to us by the DBS.) The Recruitment Team, SMT or their Line 
Manager will then take a copy of these original documents, signing and dating the 
copies to confirm and certify that they have seen the originals and taken the copies. 
The original documents will then be passed directly back to the employee, and the 
certified copies passed on to The Recruitment Team to complete and submit the DBS 
application via the uCheck website. 

With regards to volunteers, the Volunteer Manager will advise volunteers as to when 
their certificate is coming up to expiry, and will follow the same process as detailed 
above, to ensure a new Enhanced DBS Certificate is in place, prior to the current 
certificate expiring. 

4.1.2. Update Service 
If a DBS Certificate has been registered with The Update Service, the employee or 
volunteer must ensure they renew their subscription to the Update Service 
annually before that subscription expires (this renewal must take place at least 24 
hours before the expiry date and cannot take place on the day itself.) 

The Recruitment Team will send an email directly to employees to advise them that 
their subscription to the Update Service is due for renewal, and to remind them that 
they need to pay this before the required date without delay.  

Line Managers will also be made aware at this time, so that they can help to ensure 
that subscriptions are renewed in a timely manner and are able to assist the 
employee as required. 

Once a subscription to the Update Service has been renewed, the 
employee/volunteer should print or forward their confirmation from the DBS Update 
Service website to their line manager, showing that this has been done. This 
confirmation should state ‘blank, no new information’ which confirms that the DBS 
status of the person in question has not changed since their original DBS certificate 
was issued. 

If the employee/volunteer fails to print or forward confirmation directly from the 
website, then the authorised signatories can visit the DBS Update Service website to 
carry out a manual check, once the subscription has been renewed.  

The DBS certificate number, and employee surname and date of birth will be required 
in order to make this check, alongside the employee/volunteer having signed a DBS 
Update Service consent. 

4.1.3. DBS Cost 
It will cost employees £13 to renew their subscription to the Update Service each 
year, however confirmation that this payment has been made can be printed from 
the website and passed to Finance, who will arrange the reimbursement of this fee 
in the employee’s salary payment. Should the employee be unable to produce a 
printout from the DBS Update Service website, then Finance can accept a bank 
statement showing the £13 payment being made to the DBS. 
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4.1.4. Volunteers 
With regards to volunteers, the Volunteer Manager will advise volunteers as to when 
their Update Service subscription requires renewal, and will follow the same process 
as detailed above, to ensure that subscriptions are renewed in a timely manner to 
ensure that the do not lapse. 

Volunteer subscriptions to the Update Service are free of charge, and so no payment 
or reimbursement is required. 

4.1.5. Expiry of a DBS 
The DBS allow up to 60 working days to process a DBS application, and although it is 
unusual, applications can on occasion take a considerable length of time to go 
through. It is therefore vital that all employees, volunteers, and Managers 
understand the importance of acting without delay with regards to DBS clearance. 

Whether it be completing an application on the uCheck website for a new certificate, 
providing the necessary supporting documentation or renewing a subscription to the 
Update Service, it is important that all parties complete what is required of them as 
quickly as possible to avoid potential delays which could result in them being without 
a ‘valid’ enhanced DBS certificate for any period of time. 

With regards to subscriptions to the Update Service, if a subscription is not renewed 
in time (each year and at least 24 hours before the expiry date) then the subscription 
will lapse. ATD would then allow the DBS certificate to stay ‘valid’ for 3 years from 
the last update renewal date.  

The employee/volunteer would then be required to apply for a new enhanced ATD 
DBS certificate to replace the previous one, ensuring that the new certificate is in 
place before the previous expires. The new certificate should then be registered with 
the Update Service as before, and annual subscriptions should then be renewed 
throughout employment or volunteering with ATD. 

Employees/volunteers whose DBS certificate has expired and who have not renewed 
will not be able to work/volunteer at any Abbeyfield the Dales site until a valid DBS 
certificate is obtained. Employees will not be paid until they return to work with a 
valid certificate.  

4.1.6. Certificates 
All DBS Certificates are the property of, and therefore the responsibility of, the 
employee/volunteer, and it is a contractual obligation that a valid Enhanced DBS 
Certificate is always in place, throughout employment/volunteering with ATD. 

ATD can only remind employees/volunteers to renew Update Service subscriptions, 
or to apply for a new certificate where required, and will make every effort to 
encourage and support employees/volunteers to renew Update Service subscriptions 
or to re-apply for their certificates in a timely manner. The responsibility overall, is 
ultimately that of the employee/volunteer. 

It is the responsibility of the employee/volunteer to keep their original certificate 
stored safely, as due to Data Protection legislation, ATD are not permitted to hold 
copies of certificates on file.  ATD can request to see an original DBS Certificate at any 
time, and therefore the employee/volunteer should be able to produce it upon 
request. 
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4.1.7. Disclosure of Offences 
A copy of ATD’s policy on the Engagement of Ex- Offenders and Offenders is made 
available to all DBS applicants, on request, at the outset of the recruitment process. 
A copy of the Home Office Revised Code of Practice for Disclosure and Barring Service 
Registered Persons can be accessed through the Home Office website 
https://www.gov.uk/government/publications/dbs-code-of-practice and is also 
available to applicants on request from the recruitment team. 

Application forms, job adverts and any such recruitment brief will contain a 
statement that a DBS Disclosure will be requested in the event of the individual being 
offered the position. 

Applicants will be required to confirm on the Abbeyfield The Dales application form 
as to whether they have any criminal convictions or cautions. This will be a simple Yes 
or No tick box. 

Applicants who are successful following interview and who have ticked Yes on the 
application for will be asked to submit details of the conviction or caution and other 
associated information with dates and an overview of the nature of the conviction or 
caution. This should be submitted in a sealed envelope marked “Private & 
Confidential – Rehabilitation of Offenders Act” with the applicant’s full name and 
given to the Office Manager or a member of the Senior Management Team. 

Once the company has received notification of the applicants DBS clearance, should 
the DBS application be clear the sealed envelope will be either destroyed or returned 
to the applicant at the applicant’s request. 

Should the DBS certificate show any convictions or cautions the applicants 
prospective line manager together with a member of the Senior Management Team 
will open the sealed envelope and will ensure an open and measured discussion takes 
place about the nature of the conviction or caution or other matters that might be 
relevant to the position. (Refer to section 4.2 Risk Assessment). Failure to reveal 
information that is directly relevant to the position sought could lead to withdrawal 
of a provisional offer of employment or voluntary position.  

ATD will keep on file the details in the sealed envelope for all applicants who have 
convictions or cautions shown on their DBS certificate and whose application ATD 
have agreed to proceed with. 

Due to the nature of our work, ATD comes within the scope of the Rehabilitation of 
Offenders Act (Exceptions) Order 1975 as amended. We therefore have the right to 
ask questions about an applicant’s entire criminal record, which includes details of 
conviction for any offences or formal police cautions for any offence or bind-overs 
imposed by any court, including spent and unspent convictions as defined by the 
above Act. All applicants, whether it be for employed work or voluntary positions, are 
required to disclose on their Application Form, any cautions, spent or unspent 
convictions that they may have. 

4.1.8. Refusal to make, and incorrect applications or matches. 
Once an offer of employment has been made, the potential staff member or 
volunteer will be sent a link to begin DBS application online, via the uCheck platform 
used by ATD. If the applicant refuses to give their consent to a disclosure application 
being undertaken, then the recruiting manager, (having taken advice from SMT 
and/or The Recruitment Team and/or Elcons), must advise the applicant that they 
cannot be appointed to the post. 



Reviewed by Dawn Robinson (Office Manager) / Gwen Green (Director of Shared Services) 
Approved by ATD Board: 23/04/2021. 

Page 6 of 18 
 

Supporting documents listed on the Government website 
https://www.gov.uk/guidance/documents-the-applicant-must-provide will be 
checked by a DBS counter-signatory, who will then complete the DBS application 
online via uCheck and submit the application for processing. 

If a DBS application is incorrectly completed and/or relevant supporting documents 
are incorrect or not supplied, then ATD will advise the applicant to make the 
necessary amendments to their application, and/or supply the correct documents. 
Applications will not be submitted for processing without this information being 
completed correctly and/or without the required documentation. 

Failure by the applicant to correctly complete the application and/or supply the 
correct required documentation when requested by ATD, may result in an offer of 
employment/volunteering being withdrawn by ATD. 

The DBS certificate will be sent directly to the potential employee/volunteer, who 
must then present it to ATD if requested. 

We undertake to discuss any matter revealed in a Disclosure with the person seeking 
the position before withdrawing a conditional offer of employment. (Section 4.2 ‘Risk 
Assessment’). 

Having a criminal record will not necessarily bar an individual from working or 
volunteering with us. Consideration as to the suitability of an applicant with a criminal 
record, for a paid or voluntary position, will depend on the nature of the position 
applied for and the circumstances and background of the offence(s). Please refer to 
section 13 of ATD Recruitment and Selection Policy and Procedure for further 
information. 

4.2. Risk Assessment 
If a Disclosure is received that contains information pertaining to a criminal conviction(s), the 
Manager responsible for the position applied for needs to make an informed decision as to 
whether the provisional offer of employment should be withdrawn, and advice should be 
sought from SMT. If, having taken advice from the SMT, the decision is that further 
information is needed to make a final decision, the Manager should carry out a risk 
assessment (Appendix 1). 

The Manager will contact the applicant and advise them that they are in receipt of the 
Disclosure and that the applicant is being invited to meet to discuss its content.  The Manager 
should agree a suitable date and time for the meeting; the applicant should be advised that 
they are required to email a copy of the certificate in advance of the meeting and bring their 
Disclosure Certificate to the meeting. 

The Risk Assessment should be completed at this meeting as a record of the discussion. The 
form should be signed and dated by the person completing the form as a true and accurate 
record of the discussion. 

In carrying out the risk assessment, it is essential for the assessing manager to; find out full 
details of the offence and the circumstances leading up to the offence; the seriousness of 
the offence (the punishment decided upon will give a good guide as to the seriousness e.g. 
someone given a community service order, suspended sentence or a fine will not be 
considered such a threat to society as someone who is given a prison sentence; the length 
of time since the offence occurred; if there is a pattern of offending behaviour. 

https://www.gov.uk/guidance/documents-the-applicant-must-provide
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If the decision is to continue with the engagement of this individual (either as an employee 
or a volunteer,) the risk assessment will remain on the employees/volunteers file throughout 
their engagement with ATD. 

If the decision is not to continue with the engagement of this individual (either as an 
employee or a volunteer,) then the form will be placed on the applicants file for a period of 
up to six months and disposed of thereafter. 

4.3. The Disclosure 
With regards to employees, the cost of the DBS check will be met by ATD. If an employee 
leaves or is dismissed within six months of obtaining the Disclosure and Barring Certificate, 
then the cost will be deducted from the employee’s final pay. 

Once the DBS has processed the application, a Disclosure ‘certificate’ will then be sent to the 
applicant who must produce it to ATD if requested. 

As this is an Enhanced Disclosure it may also contain ‘approved’ and/or ‘additional’ 
information. 

‘Approved’ information is non-conviction information provided by the police from their local 
records. The Chief Constable in each force will decide what, if any, information to provide. 
The DBS will print this information on the applicant’s copy. 

Additional information is information that the Chief Constable may release, if thought 
necessary, in the interests of the prevention or detection of crime. This information will be 
provided to the Counter signatory only, in the form of a separate letter issued by the police. 

Where a separate letter is issued, the Counter signatory’s copy of the Disclosure will contain 
the following words, please refer to letter sent under separate cover. This will be printed 
under the date of issue under the Disclosure. 

The letter containing the ‘additional’ information must be handled, stored, retained, and 
used in the same way as any other Disclosure information and in accordance with ATD DBS 
Policy and Procedure and Home Office Revised Code of Practice for Disclosure and Barring 
Service Registered Persons. 

The applicant’s copy of the Disclosure will not refer to this information. It is a criminal offence 
under the Police Act 1997 to reveal information contained in this letter to the applicant or 
to any other person who is not involved in the recruitment decision, without the written 
permission of the Chief Constable. 

Further information on Criminal Records and Convictions may be found 
www.disclosurecalculator.org.uk. 

4.4. Acceptable & Unacceptable Convictions 
The suitability for employment of a person with a criminal record will vary, depending on the 
nature of the job and the details and circumstances of any convictions. There are no set 
guidelines on which offences would make an individual unsuitable to work with vulnerable 
adults but as a guide to good practice we would comply with the guidelines like those 
working with children. 

ATD will not employ anyone with a conviction for: 
• Murder 
• Manslaughter 
• Rape 
• Sexual Assault 
• GBH 

http://www.disclosurecalculator.org.uk/
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Consideration will be given to whether it is feasible to employ someone with a conviction for 
assault, theft from a person, burglary, or deception. 

4.5. Withdrawing a Provisional Offer of Employment 
A Disclosure containing information that makes the applicant unsuitable for a position with 
ATD will mean that the provisional offer of employment or voluntary position is withdrawn. 
Withdrawal of an offer of employment or voluntary position should not be made without 
first being discussed with SMT. 

A letter confirming the withdrawal of provisional offer of employment or voluntary post will 
be sent to the applicant by The Recruitment Team. 

The decision to withdraw an offer of employment will be final. 

4.6. Employing an Applicant with a Criminal Record 
Where an applicant with a criminal record is engaged as a staff member or volunteer, it is 
the responsibility of the Manager to ensure the information remains confidential, to enable 
the individual to integrate into the workplace without prejudice. 

It is only necessary for the Chief Executive (CE), SMT, Recruiting/ Line Manager and The 
Recruitment Team to be aware of any criminal record that an individual may have. 

4.7. Employees & Volunteers 
All staff and volunteers who ‘engage in regulated activity’ are required to complete a new 
disclosure application every three years, unless they are registered with The Update Service. 

If registered with The Update Service, the DBS status of an employee or volunteer can be 
checked online at any time. If an annual renewal of subscription is missed, then the 
employee/volunteer will be required to apply for a new DBS certificate to be in place 3 years 
from the issue date of their current certificate. A valid DBS Certificate should always be in 
place throughout an individual’s employment or while they are volunteering with ATD. 

In cases where a criminal record is disclosed, or a DBS check indicates that the person may 
be unsuitable to continue in employment, the CE, with advice from the SMT or an 
Employment Lawyer shall decide whether the employee/volunteer is suspended, or in the 
case of an employee, transferred temporarily to another post where appropriate, whilst this 
is investigated. For employees, ATD Disciplinary Policy and Procedure will prevail in such 
cases. 

During their engagement with ATD, all employees/volunteers are required to immediately 
report to their Line Manager any convictions or offences which they may be charged with, 
including traffic offences. Failing to disclose such information will be viewed as a serious 
breach of contract and may result in the termination of the individual’s 
employment/volunteering with ATD. 

Throughout an individual’s employment with ATD, we cover the cost of all DBS checks and 
Update Service subscriptions, on behalf of the employee. Should an employee leave the 
business within the first 6 months of their employment however, this cost can be deducted 
from their final salary payment. 

In the case of volunteers, their DBS applications and Update Service checks are free, however 
ATD still process DBS applications on behalf all volunteers and assist them in ensuring 
certificates remain in date and Update Service checks are carried out in a timely manner. 
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4.7.1. Agency Workers and Student Work Placements 
Written information should be obtained from the Agency, School or College 
confirming that a DBS check has been obtained. This written confirmation should 
be held by recruitment in a secure place within the House, Home or Head Office. 

4.7.2. Volunteers 
All volunteers will have an Enhanced DBS check, prior to being able to start 
volunteering with us. 

4.8. Previously Issued DBS Checks 
Whilst it is possible for organisations to accept previously issued DBS checks, ATD have taken 
the decision that a fresh check will be required for each post recruited to, save for the 
exception of DBS disclosures pertaining to Agency Workers and students on work 
placements from Schools or Colleges. 

The Government have re-modelled the DBS system and a new on-line Update Service 
commenced in 2013. This allows organisations to carry out an online status check to establish 
if further relevant criminal information has been identified since a DBS check was last carried 
out. 

If an individual is a member of the Update Service, managers may use that person’s current 
DBS certificate and carry out a free, instant online check to see whether any such new 
information has come to light. To do so a manager must: 
• check the original certificate is valid and relevant to the role: i.e. Adult Workforce 
• have the consent of the individual to carry out the check through the update service; and 
• ask each new member of staff and volunteer to read their employee handbook and sign 

accordingly on the New Starter Information Form. This is kept on their personnel file. 

Further information about the DBS Update Service can be found at: 
www.gov.uk/government/publications/dbs-update-servoce-employer-guide/dbs-update-
service-employer-guide.  

4.9. Principles for the Secure Storage, Handling, Use, Retention & Disposal of 
Disclosures & Disclosure Information 
4.9.1. Storage & Access 

Disclosure information must be stored in a separate and secure, lockable, non-
portable storage unit with access strictly controlled to those who are entitled to see 
the information stored as part of their duties. 

4.9.2. Handling & Usage 
In accordance with section 124 of the Police Act 1997, Disclosure information is only 
passed to those who are authorised to receive it during their duties. A record of all 
those to whom Disclosures or Disclosure information has been revealed is 
maintained. 

Disclosure information will only be used for the specific purpose for which it was 
requested and for which the applicant’s full consent has been given. 

4.9.3. Retention 
ATD only hold in personnel files a printed email copy of the UCheck DBS results 
which confirm that a valid DBS Certificate is in place and/or an annual Update 
Service check has been carried out. These documents confirm that recruitment have 
seen the DBS clearance and that the individual is clear to work. 

ATD no longer hold copies of or original DBS Certificates on file. 

http://www.gov.uk/government/publications/dbs-update-servoce-employer-guide/dbs-update-service-employer-guide
http://www.gov.uk/government/publications/dbs-update-servoce-employer-guide/dbs-update-service-employer-guide
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4.10. Keeping DBS Disclosures for Inspection 
In line with the General Data Protection Regulation 2018, ATD no longer hold on file any 
original or copy of an individual’s Disclosure Certificate. 

ATD will hold on file only the following documents in relation to Disclosure: 
• Certified copies of ID and proof of address documents used to complete the DBS 

application for an employee/volunteer. 
• ‘DBS Update Service Consent Form’ signed by the employee/volunteer or a New Starter 

Information Form which is ticked and signed by the applicant to show they have read and 
agree to Abbeyfield the Dales accessing their DBS information online via the DBS Update 
Service to ensure their continued employment. 

• Printed email confirmation from the UCheck website to confirm DBS application is 
complete.  

• Printed email from the DBS update service showing certificate status. 

4.11. Disposal 
After the Recruitment Process is complete, any Disclosure information which is not required 
(i.e. anything other than certified copies of ID and Proof of Address, and where relevant, any 
Risk Assessment documentation (see Appendix 1) will be destroyed by secure means. 

A record of the applicant’s name, date of issue of a disclosure, the certificate number and 
the position/location for which the disclosure was requested will be retained by The 
Recruitment Team on the DBS spreadsheet. This spreadsheet is used to ensure that all 
employees have a current valid DBS certificate in place, and that all DBS Update Service 
Checks/Renewals are carried out in a timely manner. 

The Volunteer Manager is responsible for any disclosures relating to volunteers, and the 
secure storage of any supporting documentation. 

4.12. Breach of this Policy 
Any breach of this policy will be treated as gross misconduct and will be dealt with in 
accordance with ATD Disciplinary Policy & Procedure. 

 

5. Finance, Value for Money & Social Value 
N/A 

 

6. Supported Appendices 
https://www.gov.uk/government/publications/dbs-code-of-practice  
https://www.gov.uk/guidance/documents-the-applicant-must-provide  
www.disclosurecalculator.org.uk  
APPENDIX 1: ATD Criminal Records Disclosure Risk Assessment 

 

7. Linked Policies 
Recruitment and Selection 
Disciplinary & Grievance 
Engagement of Ex-Offenders and Offenders Adults 

 
 
 
 
 
 

https://www.gov.uk/government/publications/dbs-code-of-practice
https://www.gov.uk/guidance/documents-the-applicant-must-provide
http://www.disclosurecalculator.org.uk/
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8. Legislation/Regulation 
Legislation considered and reviewed as at June 2018: 
• Rehabilitation of Offenders Act 1974 
• Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 
• Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and 

Wales) order 2013 – came into force on 22 May 2013 – Article 4 inserts a new Art 2A in the 
1975 Regulations 

• New Guidance 2014 on the Rehabilitation of Offenders Act 1974 applies from 10 March 2014 
• Police Act 1997 Part 5 established the Criminal Records Bureau 
• Police Act 1997 (Criminal Records) Regulations 
• Police Act 1997 (Criminal Records) (Amendment No2) Regulations 2013 came into force on 2 

December 2013 
• Safeguarding Vulnerable Groups Act 2006 established the Independent Safeguarding 

Authority 
• Protection of Freedoms Act 2012 established the Disclosure and Barring Service from 1 

December 2012 
• Legal Aid, Sentencing and Punishment of Offenders Act 2012 Legal Aid, Sentencing and 

Punishment of Offenders Act 2012 (Commencement No 9, Saving Provision and Specification 
of Commencement Date) Order 2014 came into force on 10 March 2014 

• Care Quality Commission Guidance for Disclosure and Barring Service checks for 
organisations that are registered under the Health and Social Care Act 2008 – published June 
2013 

• Data Protection Act 2018 
• Employment Rights Act 1996 
• Human Rights Act 1998 
• Police Act 1997 
• The Equality Act 2010 

 

9. Review 
Every 3 years, subject to any regulatory or legislative updates. 

 

10. Procedure/Guidance 
N/A 
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APPENDIX 2 

Abbeyfield The Dales Ltd 

CRIMINAL RECORDS DISCLOSURE 

Employment Risk Assessment 
 

Private and confidential 
 

This form is to be used to assess the risk of employing (or continuing to employ) a job 

applicant (or existing employee) with a criminal record – for more detail, refer to the Criminal 

Records Policy. 

If the position is eligible for a criminal records disclosure, the risk assessment should be 

completed upon receipt of the certificate (and not before). For other positions, the risk 

assessment must be carried out on the strength of information provided by the individual. 

The information included in this document is sensitive personal data within the 

meaning of the Data Protection Act 1998 and access to it is strictly limited to those that 

need to be involved in conducting the risk assessment. 

Once completed, this document must be stored securely, with further access only 

permitted on a strictly ‘need-to-know’ basis. 

Sections 1 to 6 are for completion by a manager of at least Registered Manager level. 

 

1. Person completing sections 1- 6 

Name  

Position  

 

2. Applicant or employee details 

Operating Company  

Site  

 

Employment status:  Applicant   Existing employee   

Name  DOB  

Prospective) position  

 

3. Criminal record information 

a) What is the source of the criminal record information*? 

Disclosure certificate   The employee  

* For positions eligible for a criminal records disclosure, this must be the original disclosure certificate itself 

If a disclosure certificate, please provide details and attach a copy to this document: 

Certificate number  

Disclosure date  
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b) If a disclosure certificate is not appended, detail all criminal record information 
here: 

Conviction etc. Date (M/Y) Sanction (imprisonment, fine etc.) 

   

   

   

   

   

   

   

   

   

 

c) Does the individual’s criminal record preclude them from working with children 
and/or vulnerable adults (because they are already on one or both DBS Barred 
Lists)? 

Yes   Do not employ (or suspend immediately) and inform HR manager urgently 

No  Continue to next question 
 

d) Does the information in the disclosure match the information already declared by 
the individual?  

Yes   Skip to g) below 

No  Continue to next question 

e) If ‘no’, how does the information in the disclosure differ from that declared? 
 

 

 

 

 

 

 

 

 

f) Is there reason to believe that the individual intended to deceive by providing 
incomplete or inaccurate information? 

Yes   Do not employ (or instigate disciplinary proceedings) 

No  
 

g) Does the applicant or employee dispute the information in the disclosure? 

Yes   Refer applicant/employee to DBS/AccessNI appeals process 

No  Continue to next question. 
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4. Individual’s representations 

A face-to-face meeting should be held with the applicant or employee and their 

representations as to why their particular criminal record should not preclude employment 

detailed here.  For multiple offences, ensure that each is addressed in turn.  

It should be explained that the more information is provided, the easier it will be for the criminal 

records risk panel to reach a fair, informed decision.  

 

 

 

 

 

 

Interview date  

 

5. Other factors to consider 

Please detail any other information (such as confidential non-conviction information provided 

by the police) that might preclude employment? 

 

 

 

 

 

 

 

6. Additional comments and views 

Does the person who interviewed the individual (see section 4 above) believe that the 

individual is suitable for employment (or for continued employment) in view of their offending 

history and all the other relevant circumstances? 

Yes  

No  

Please briefly explain the basis for this opinion: 

 

 

 

 

 

 

 

 

Please also attach copies of the individual’s employment references Attached  
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The remaining sections are for completion by the Line Manager 

7. Risk Assessment 

Record the name of the Risk Assessor (s): 

Name Position 

  

  

  

 

7.1 Relevance and seriousness of the offence/s 

Consider how serious any offences are, and how relevant those offences are to the role the 

individual would be providing (note that the relevance may vary according to the role – 

offences that might be relevant for a care worker may not be so relevant for an accounts clerk, 

for example).   

Factors that might make the offence more relevant (depending on the role) would include: 

• Whether the offence was committed at work; 

• Whether the offence was perpetrated against a vulnerable person; 

• Whether the offence was one of dishonesty or violence; 

• Whether the offence was acquisitive (e.g. theft, gaining money by deception); 

• Whether the offence included violence or harassment; 

• Whether the offence involved exploitation or abuse of trust; 

• Whether the particular offence would pose a significant reputational risk to the 
organisation. 

 

Evaluate the level of relevance/seriousness associated with the seriousness and relevance of 

the offence/s using the risk matrix below: 

  Seriousness 

  Very serious Quite serious Not very serious 

R
e

le
v

a
n

c
e

 

Very relevant High High Moderate 

Somewhat relevant High Moderate Low 

Not very relevant Moderate Low Low 

 

Relevance/seriousness:  Low  Moderate  High  

Please comment on how the Panel reached its conclusion: 
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7.2 Likelihood of reoffending 

What is the likelihood that the applicant or employee will reoffend? Factors to consider include 

(but are not limited to): 

• Whether the offence has since been decriminalised; 

• How recently the most recent offence occurred; 

• Whether the individual was particularly young when the offence(s) occurred; 

• Whether there were any other particular circumstances at the time of the offence that 
would make it unlikely that the individual would reoffend; 

• Whether there is a pattern of offending; 

• Whether the individual's employment references give any indication as to the likelihood 
of reoffending; 

• Whether the individual shows genuine remorse; 

• Whether the individual’s circumstances have changes since the offence(s); 

• Whether the individual has made special efforts not to re-offend or to ‘change their 
ways’ (e.g. rehabilitation courses); 

• Whether the individual can offer any other specific, convincing evidence that they no 
longer present a risk. 

 

Likelihood of Reoffending: Low  Moderate  High  

Please comment on how the Risk Assessor reached their conclusion: 

 

 

 

 

 

 

 

 

 

 

7.3 Overall risk of employment 

Evaluate the overall level of risk of employing (or continuing to employ) the individual using the 

risk matrix below: 

  Level of Seriousness/Relevance of Offense 

  High Moderate Low 

L
ik

e
li

h
o

o
d

 o
f 

R
e
o

ff
e

n
d

in
g

 

High High risk High risk Moderate risk 

Moderate High risk Moderate risk Low risk 

Low Moderate risk Low risk Low risk 

 

The risk assessment score indicates that the risk associated with the individual’s 

criminal record in offering (or continuing) employment would be: 

Low  Moderate  High  
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8. Decision 

The Risk Assessor must reach a decision on whether to employ (or to continue to employ) 

according to the following table: 

Risk Level Action 

Low Employ (or continue to employ) 

Medium 
Employ (or continue to employ) subject to additional safeguards (see b) 

below) 

High Do not employ (or instigate disciplinary action) 

 

a) What is the decision? 
 

 Employ (or continue to employ) 

 Employ (or continue to employ) subject to additional safeguards 

 Do not employ (or instigate disciplinary action) 

 

b) If the decision is to employ (or to continue to employ) with additional safeguards, 
please describe these safeguards (e.g. more frequent supervision, extended 
probation, spot checks, training). 
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9. Declaration 
 

Once completed, this form should be printed off and signed below by the Risk Assessor. 

“Having carried out a thorough assessment of risk, the Criminal Records Risk Panel convened 

to consider this individual’s criminal record is confident that the decision on employment 

reached above is appropriate in light of all the facts known to it at the time of this declaration. 

The Risk Assessor will ensure that relevant managers are fully instructed in respect of any 

additional safeguards which must be put in place in respect of the individual.” 

Risk Assessor 

Print Name:  Date:  

Signature:  

Title:  

 

Senior Management Team 

Print Name:  Date:  

Signature:  

Title:  

 

Chief Executive Officer 

Print Name:  Date:  

Signature:  

Title:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This document is highly confidential – store securely (see front page) 

 


