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DBS Procedures

The School’s Policy is to carry out a Disclosure and Barring Service (DBS) check by obtaining an Enhanced check for regulated activity on:

· All prospective employees before they are offered a contract of employment
· All self-employed workers, professionals or volunteers who might have unrestricted access to students
· All Governors (when they are likely to be in regulated activity)

The School will carry out an Enhanced check with no Barred List check for Governors who will neither be in, nor are carrying out, regulated activity. 

Re-checks will take place every three years.

It is the responsibility of staff, self-employed workers, professionals and volunteers (including Governors) to inform the School immediately if their DBS status alters in any way. 

An annual reminder will be sent to all members of staff by the HR Manager.

Delayed DBS Certificate (in extremis)

If a new member of staff is required to start work before their Enhanced check for regulated activity has been received by the School then the following procedure must be adhered to:

· The early start must be approved in advance by the Joint Principals.
· The appointment will not be confirmed until the check has been received.
· All other recruitment checks must have been satisfactorily completed.
· The DBS check must have already been applied for. 
· The Barred List must be checked.
· A Risk Assessment must be carried out and appropriate safeguards implemented.
· Supervision must be conducted by a person who is in regulated activity.
· Supervision must be regular and day to day.
· The level of supervision may differ but must be reasonable in the circumstances based on the activity / number of students involved / age of students / the nature of the individual’s work / vulnerability of the students.
· The safeguards must be reviewed at least every two weeks.
· The person involved must be informed what the safeguards are.
· A note must be added to the SCR and evidence kept of the measures put in place.



Retention and Disposal of DBS Certificates

Chetham’s follows the DBS Code of Practice regarding the correct handling, use, storage, retention and disposal of certificates and certificate information from the DBS. 

Storage & Access

Certificate information is always kept securely, in lockable, non-portable, storage containers, or electronically, with access strictly controlled and limited to those who are entitled to see it as part of their duties. Certificates are subject to the School’s Data Protection Policy and Retention of Records Policy.

1. Handling

2. 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.  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 to anyone who is not entitled to receive it.

3. Purposes

4. Certificate 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

6. Once a recruitment (or other relevant) decision has been made, we do not keep certificate information for any longer than is necessary. This retention will allow for the consideration and resolution of any disputes or complaints, or completing safeguarding audits.

7. Disposal 

8. Once the retention period has elapsed, we will ensure that any DBS certificate information is immediately destroyed by secure means, e.g. by shredding, pulping or burning. 

9. NB: 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 certificate and the details of the recruitment decision taken.

Recruitment of Ex Offenders

As an organisation assessing applicants’ suitability for positions which are included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order using criminal record checks processed through the Disclosure and Barring Service (DBS), Chetham’s School of Music (Chetham’s) complies fully with the Code of Practice and undertakes to treat all applicants for positions fairly.  Chetham’s undertakes not to discriminate unfairly against any subject of a criminal record check on the basis of a conviction or other information revealed.

Chetham’s can only ask an individual to provide details of convictions and cautions that Chetham’s is legally entitled to know about.  Where a DBS certificate at either standard or enhanced level can legally be requested (where the position is one that is included in the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 as amended) and where appropriate Police Act Regulations (as amended), Chetham’s can only ask an individual about convictions and cautions that are not protected.   

Chetham’s is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical / mental disability or offending background.  

This policy, on the recruitment of ex-offenders, is made available to all DBS applicants at the outset of the recruitment process.  

Chetham’s actively promotes 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.  Chetham’s selects all candidates for interview based on their skills, qualifications and experience. 

An application for a criminal record check is only submitted to the DBS after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned.  For those positions where a criminal record check is identified as necessary, all application forms, job adverts and recruitment briefs will contain a statement indicating that an application for a DBS certificate will be submitted in the event of the individual being offered the position. 

Chetham’s ensures that all those in Chetham’s who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  Chetham’s also ensures 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.  

At interview, or in a separate discussion, Chetham’s ensures 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.  

Chetham’s makes the Code of Practice available to all candidates for whom a criminal record check is submitted to DBS.  

Chetham’s undertakes to discuss any matter revealed on a DBS certificate with the individual seeking the position before withdrawing a conditional offer of employment. 
 
Further Information Regarding Conviction Information 
 
Having a criminal record will not necessarily bar someone from working with Chetham’s.  This will depend on the nature of the position and the circumstances and background of the offences.

All cautions and convictions for specified serious violent and sexual offences, and other specified offences of relevance for posts concerned with safeguarding children and vulnerable adults, will remain subject to disclosure.    

See link the full list of specified offences below. 

Resources

DBS code of practice - GOV.UK

The list of "specified offences" that will always be disclosed can be found at:
https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check

Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013 & 2020:

New filtering rules for DBS certificates (from 28 October 2023 onwards) - GOV.UK (www.gov.uk)

Previous filtering rules for DBS certificates (from 28 November 2020 to 27 October 2023) - GOV.UK (www.gov.uk)
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