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1. Introduction

Culturalinks Community CIC is committed to safeguarding the welfare of all individuals who access our
services, particularly children, young people, and vulnerable adults. As part of our commitment to
safeguarding, we require appropriate criminal record checks through the Disclosure and Barring Service
(DBS) for staff and volunteers in eligible positions.

This policy outlines our approach to DBS checks, ensuring compliance with relevant legislation and best
practice guidance.

2. Purpose
The purpose of this policy is to:
o Ensure that Culturalinks Community CIC complies with its legal obligations in relation to

obtaining criminal record checks
Protect the organisation’s service users, particularly children, young people, and vulnerable adults

« ldentify which roles require DBS checks and at what level

o Outline the procedure for obtaining DBS checks

« Clarify how information obtained from DBS checks will be handled and assessed

o Ensure fair treatment of all staff and prospective staff throughout the DBS checking process
3. Scope

This policy applies to:

All employees (permanent, fixed-term, and temporary)
Volunteers and trustees

Agency workers and contractors

Students on placement

4. Legal Framework

This policy has been developed in accordance with:

Rehabilitation of Offenders Act 1974
Police Act 1997

Protection of Freedoms Act 2012

Data Protection Act 2018

Safeguarding Vulnerable Groups Act 2006
Equality Act 2010

DBS Code of Practice
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5. Types of DBS Checks

Culturalinks Community CIC will determine the appropriate level of check based on the role and duties
performed:

5.1 Basic DBS Check

e Shows unspent convictions and conditional cautions
o May be requested for any position or role

5.2 Standard DBS Check

e Shows spent and unspent convictions, cautions, reprimands and final warnings
« Available for specific positions listed in the Rehabilitation of Offenders Act 1974 (Exceptions)
Order 1975

5.3 Enhanced DBS Check
e Includes the same information as a standard check plus any information held by local police

considered relevant to the role
« Available for positions that involve a greater degree of contact with children or vulnerable adults

5.4 Enhanced DBS Check with Barred List Check
e Includes the same information as an enhanced check plus a check of the appropriate DBS barred

lists (children, adults, or both)
e Required for those in regulated activity with children or vulnerable adults

6. Eligibility for DBS Checks

6.1 Roles Requiring Enhanced DBS Checks with Barred List Check

The following roles at Culturalinks Community CIC are considered to be engaged in regulated activity
and require an Enhanced DBS Check with an appropriate Barred List Check:

Youth workers

Support workers working directly with vulnerable adults

Community outreach workers with unsupervised access to children or vulnerable adults

Project coordinators with direct and unsupervised responsibility for children or vulnerable adults

6.2 Roles Requiring Enhanced DBS Checks (without Barred List Check)
The following roles may require an Enhanced DBS Check without a Barred List Check:

o Administrators with frequent access to sensitive information about children or vulnerable adults
o Trustees with responsibility for safeguarding
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« Volunteers working directly with service users but under supervision
6.3 Roles Requiring Standard DBS Checks
The following roles may require a Standard DBS Check:

« Financial officers
o Specific administrative roles with access to sensitive information

6.4 Roles Requiring Basic DBS Checks
All other staff not covered by the categories above may be subject to a Basic DBS Check.

7. DBS Checking Procedure

7.1 New Staff and Volunteers

« All job adverts and role descriptions will state the level of DBS check required

o Offers of employment will be conditional upon a satisfactory DBS check at the appropriate level

o New staff members must not start working in regulated activity until a satisfactory DBS check has
been received

« In exceptional circumstances, a risk assessment may be conducted to allow staff to start work
under supervision while a DBS check is being processed

7.2 Existing Staff and Volunteers

o DBS checks will be renewed every three years
« Staff members are required to inform their manager of any cautions, convictions, or warnings
received during their employment

7.3 Application Process

e The CEO or designated staff member will initiate the DBS check process

o The applicant must provide the necessary identification documents as specified by the DBS

e Culturalinks Community CIC will use a registered DBS umbrella body to process checks if not
registered directly with the DBS

e The organisation will cover the cost of DBS checks for employees and volunteers

7.4 Update Service

« Staff and volunteers are encouraged to subscribe to the DBS Update Service

e Culturalinks Community CIC will reimburse the annual subscription fee for the Update Service

o Where staff or volunteers are subscribed to the Update Service, Culturalinks Community CIC will
seek permission to check their DBS status online
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8. Assessment of DBS Information

8.1 Positive Disclosures

If a DBS check reveals information about convictions, cautions, or other relevant information:

A risk assessment will be conducted by the CEO and a designated trustee

The applicant or staff member will be invited to provide additional information
The following factors will be considered:

The nature, seriousness, and relevance of the offence

How long ago the offence occurred

Whether it was a one-off incident or a pattern of offending

The circumstances of the offence

Whether the individual's circumstances have changed since the offence
The nature of the position applied for

O 0O O O O O

8.2 Barred Individuals

It is a criminal offence to knowingly employ a person who is barred from working with children
or vulnerable adults in regulated activity

Any applicant found to be barred from working with children or vulnerable adults will not be
employed in a role involving regulated activity with these groups

9. Data Protection and Confidentiality

9.1 Storage and Access

DBS certificate information will be kept securely with access strictly limited to those entitled to
see it as part of their duties
Electronic records will be password protected and accessible only to designated individuals

9.2 Handling

DBS information will only be used for the specific purpose for which it was requested

Once a recruitment (or other relevant) decision has been made, DBS certificate information will
not be retained for longer than necessary

In general, DBS certificates will not be retained for more than six months

9.3 Disposal

DBS certificates will be destroyed by secure methods such as shredding or deletion of electronic
records

A record of the date of issue, the name of the subject, the type of certificate requested, the position
for which it was requested, the unique reference number, and the recruitment decision taken will
be kept
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10. Ex-Offenders and Recruitment

Culturalinks Community CIC is committed to the fair treatment of staff, potential staff, and users of its
services regardless of race, gender, religion, sexual orientation, responsibilities for dependents, age,
physical/mental disability, or offending background.

e Having a criminal record will not necessarily bar someone from working with us

« Disclosure of a criminal record will be required at the appropriate stage of the recruitment process

« Failure to reveal information that is directly relevant to the position sought could lead to
withdrawal of an offer of employment

e We undertake to discuss any matter revealed in a DBS check with the person seeking the position
before withdrawing a conditional offer of employment

11. Monitoring and Review

« This policy will be reviewed annually or when there are significant changes in legislation or
guidance

e The CEO is responsible for monitoring the implementation and effectiveness of this policy

« Any concerns about the application of this policy should be raised with the CEO or Board of
Trustees

12. Related Policies

This policy should be read in conjunction with:
o Safeguarding Policy
e Recruitment and Selection Policy
« Data Protection Policy

o Equal Opportunities Policy
e Risk Assessment Policy

13. Appendices

Appendix A: DBS Risk Assessment Template

For use when a positive disclosure is received or when a new employee must start work before a DBS
check is completed.

Risk Assessment Form for DBS Disclosures

Name of Individual:

Position Applied For:

Date of Risk Assessment:
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Details of Disclosure/Concern: [To be completed by manager]
Risk Factors to Consider:

Nature of offence(s)

Recency of offence(s)

Pattern of offending

Nature of duties

Level of supervision available
Contact with vulnerable groups
Attitude of the individual

Assessment of Risk: [To be completed by manager and CEO]
Mitigating Factors: [To be completed by manager and CEQ]

Decision: o Proceed with appointment without conditions 0 Proceed with appointment with conditions
(specify below) o Do not proceed with appointment

Conditions/Safeguards Required: [To be completed by manager and CEO]

Signed: (Manager)
Signed: (CEO)
Signed: (NED:s, if appropriate)

Appendix B: Regulated Activity Definition
Regulated Activity with Children Regulated activity with children includes:

1. Unsupervised activities: teaching, training, instructing, caring for or supervising children,
providing advice/guidance on wellbeing, or driving a vehicle only for children.
2. Work in specific establishments where there is opportunity for contact with children: schools,
children's homes, childcare premises.
3. Personal care for or supervision of children:
o Physical help with eating, drinking, toileting, washing, bathing, or dressing for reasons of
age, illness, or disability
o Prompting, along with supervision, a child to do any of these tasks
o Teaching a child to do any of these tasks
4. Registered childminding and foster care.
5. Moderating an online service used wholly or mainly by children.
6. Day-to-day management or supervision of individuals carrying out regulated activity.

Regulated Activity with Adults Regulated activity with adults includes:

1. Healthcare provided by a regulated healthcare professional or under their direction or supervision.
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2. Personal care:
o Physical assistance with eating, drinking, toileting, washing, bathing, dressing, oral care,
or care of skin, hair, or nails due to age, illness, or disability
o Prompting and supervising with eating, drinking, toileting, washing, bathing, dressing, oral
care, or care of skin, hair, or nails due to age, illness, or disability
o Training, instructing, providing advice or guidance relating to eating, drinking, toileting,
washing, bathing, dressing, oral care, or care of skin, hair, or nails to people who need it
due to age, illness, or disability
Social work provided by a social care worker to adults who are clients or potential clients.
Assistance with cash, bills, or shopping due to age, illness, or disability.
Assistance with the conduct of an adult's own affairs.
Conveying adults to, from, or between places where they receive healthcare, personal care, or
social work due to age, illness, or disability.
7. Day-to-day management or supervision of individuals carrying out regulated activity.
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