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	Document Description
Age UK Exeter is committed to safeguarding its clients, staff and volunteers.  In order to do this will carry out checks of the Disclosure & Barring Service (DBS) for its staff and volunteers working in specified roles.  This policy sets out the principles of a DBS check and the procedures to be followed.
This policy sits alongside the Safeguarding Policy and the Safer Recruitment Policy and should be read in conjunction with them.

	

	Implementation & Quality Assurance
Implementation is immediate and this Policy shall stay in force until any alterations are formally agreed.

The Policy will be reviewed every two years by the Board of Trustees, sooner if legislation, best practice or other circumstances indicate this is necessary.  

All aspects of this Policy shall be open to review at any time. If you have any comments or suggestions on the content of this policy please contact Sue Martyr, s.martyr@ageukexeter.org.uk or at Age UK Exeter, 138 Cowick Street, Exeter, EX4 1HS, 01392 455600


 Policy and Procedures on Disclosure & 
Barring Service (DBS) Checks
This policy sits alongside the Safeguarding Policy and the Safer Recruitment Policy and should be read in conjunction with them.
1. Introduction

The Disclosure & Barring Service (DBS) aids employers in making safer recruitment decisions and ensuring that only suitable people are appointed to work with vulnerable people.
Age UK Exeter is committed to all aspects of safeguarding and in order to do this will carry out enhanced and barred checks of the Disclosure & Barring Service (DBS) for its staff and volunteers working on a one to one basis with clients or in our Day Services to ensure the suitability of applicants.  
2. General Principles
2.1 As an organisation using the DBS checking service to help assess the suitability of applications for positions of trust, Age UK Exeter complies fully with the code of practice regarding the correct handling, use, storage, retention and disposal of certificates and certificate information.

2.2 Certificate information is only used for the specific purpose for which it was requested.  
2.3 Age UK Exeter will not hold copies of DBS certificates but will record the certificate number and date of issue and store this in Charitylog, our password protected database, and in staff paper files which have restricted access.

2.4 A positive disclosure is seen only by the Senior Management Team who will discuss it confidentially with the Chair of Trustees in order to reach a decision as to whether the applicant can be appointed.  A confidential audit trail of this decision making process is held by the CEO.


3. Checks and Payments

3.1 Age UK Exeter will pay the costs for all DBS checks.  


3.2 If a member of staff resigns during their probationary period the cost of the DBS check will be deducted from their final salary.


3.3 A fresh check for all relevant staff and volunteers will be carried out every three years.

4. Applications from people who have only recently moved to the UK

If the applicant has only just moved to the UK they should be asked to contact their Embassy to obtain a Certificate of Good Conduct which must be translated into English.  Age UK Exeter would cover the cost of this up to the cost of the normal DBS check and no more.
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