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Disclosure and Barring Service: Handling and Security of DBS

Disclosure Information in Domiciliary Care Settings Policy and

Procedure

 

Summary

This policy outlines Care Quality

Support’s approach to the handling and security of

information obtained as a result of receiving

Disclosure and Barring Service (DBS) criminal

records checks.

Scope

The policy applies to all staff groups for whom

criminal records checks are required in line with the

Protection of Freedoms Act 2012. Volunteers, Student

placements, Work Placements, Agency Staff.

External Health professionals, Commissioners, Local

Authorities, and NHS.
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POLICY STATEMENT

This policy outlines  Care Quality Support’s  approach to the

handling and security of information obtained because of receiving

Disclosure and Barring Service (DBS) criminal records checks. The

policy applies to all staff groups for whom criminal records checks are

required in line with the Protection of Freedoms Act 2012.

As the law stands, Care Quality Support  is required to make

criminal records checks for successful applicants of all care-related

positions, particularly those that fall within the description of

“regulated activity” (as defined by the Protection of Freedoms Act

2012). These are made by carrying out DBS checks in line with its

procedures.
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EQUALITY AND HUMAN RIGHTS

Care Quality Support  recognises that some sections of our

society experience prejudice and discrimination. The Equality Act

2010 specifically recognises the protected characteristics of age,

disability, gender, race, religion or belief, sexual orientation, and

transgender status. 

The Equality Act also requires regard to socio-economic factors,

including pregnancy /maternity and marriage/civil partnership.

Care Quality Support is committed to equality of opportunity and

anti-discriminatory practice both in the provision of services and in

our role as an employer. Care Quality Support believes that all

people have the right to be treated with dignity and respect and is

committed to the elimination of unfair and unlawful discriminatory

practices. Care Quality Support  is also aware of its legal duties

under the Human Rights Act 1998. Section 6 of the Human Rights

Act requires organisations to uphold and promote Human Rights in

everything they do. It is unlawful for an organisation to perform any

act which contravenes the Human Rights Act. Care Quality

Support  is committed to carrying out its functions and service

delivery in line with the Human Rights-based approach and the

FREDA principles of Fairness, Respect, Equality, Dignity, and

Autonomy.

Key Lines of Enquiries and New

Quality Statements to meet

the Disclosure and Barring
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Service: Handling and Security

of DBS Disclosure Information

Policy

Key

Questions

Keylines of Enquiry Quality

Statements 

Caring C3:How are people’s privacy,

dignity and independence

respected and promoted?

QSC2: Treating

people as

individuals 

Safe S1:How do systems, processes

and practices safeguard people

from abuse?

QSS3:

Safeguarding 

Well-led W2:Does the governance

framework ensure that

responsibilities are clear, and

that quality performance, risks

and regulatory requirements are

understood and managed?

QSW5:

Governance

management and

sustainability

LEGAL CONSIDERATIONS

Care Act 2014

Coronavirus Act 2020

Data Protection Act 2018
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Police Act 1997 (Criminal Records) (Amendment) Regulations

2020

Protection of Freedoms Act 2012

Protection of Freedoms Act 2012.

Rehabilitation of Offenders Act 1974 

Safeguarding Vulnerable Groups Act 2006

Serious Organised Crime and Police Act 2005 

POLICY

All carer roles are defined as regulated activity, therefore Care

Quality Support  is required to carry out enhanced criminal records

checks on all successful applicants whose posts require criminal

checks. As a result, Care Quality Support is required to “handle” the

information that they receive from these checks with great care and

sensitivity in line with data protection laws and the DBS’s own Code of

Practice.

Care Quality Support will therefore:

comply with the law and use the DBS to obtain information to

enable it to assess the suitability of applicants for employment in

positions of trust

comply with the  DBS Code of Practice  and not discriminate

unfairly against any subject of a DBS disclosure based on

conviction or other information revealed. Having a criminal record

does not necessarily bar an applicant from working for Care

Quality Support.  Care Quality Support  will consider the

nature of the disclosed conviction and its relevance to the post in

question before offering or declining to employ any potential

member of staff.

will use the information it receives from the checks only for the

purpose of confirming an applicant’s eligibility and suitability for

the post to which the person has been appointed
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will comply with DBS guidance and Code of Practice regarding the

secure storage, handling, use, retention and disposal of DBS

disclosures and disclosure information, and with its obligations

under the Data Protection Act and the General Data Protection

Regulation from May 2018.

Procedure 

Criminal Records Disclosures and Data

Protection Procedures

1. DBS disclosure information will not be stored on an employee’s

personnel file but will be stored separately in lockable storage or

secure computer files with access limited to those who are

entitled to see it as part of their duties.

2. DBS disclosure information will only be used for the specific

purpose for which it was requested and for which the applicant’s

full consent will have been obtained.

3. The DBS systems that have been used since 2012 allow for DBS

certificates to be sent only to the individual applicant. An annual

fee is required to keep registration up to date; otherwise, further

renewals will not be necessary. Employers are able to check

employees’ DBS certificates by registering with the DBS online

updating service. They can check the individual employee’s

current DBS status at any time by using the updating service.

4. As per our policy, we will review an employee’s DBS online

certificate annually if the need arises. With staff who are not

registered with the online service, we expect them to obtain a

new certificate at least every three years.

5. We expect any existing staff member who is convicted of a

criminal offence in the period when they are employed with Care

Quality Support to disclose so that we do not compromise the
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service user’s safety.  Care Quality Support  will then take

appropriate action, such as risk assessment and further checks.

6. Care Quality Support  will comply with the Rehabilitation of

Offenders Act 1974 (ROA) and use the Rehabilitation Periods

Table as part of risk assessment and to determine if convictions

are still valid.

7. Care Quality Support will refer to the professional registration

body where necessary.

8. Consideration is always given to the data protection rights of the

individual. When an employee leaves the employment of  Care

Quality Support,  any DBS disclosure information previously

recorded is destroyed or deleted.

Care Quality Support will amend its policy in line with any changes

made to the DBS Code of Practice and any other changes to the

relevant legislation and DBS procedures.

Training

All staff receive training in the policy at induction and whenever

changes need to be made to it.

Associated Documents and References 

Government of the UK, Disclosure and Barring Service[Online].

Available

from:https://www.gov.uk/government/organisations/disclosure-

and-barring-service

Government of the UK, DBS Update Service[Online]. Available

from:

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

Getting Help

https://www.gov.uk/government/organisations/disclosure-and-barring-service
https://www.gov.uk/government/organisations/disclosure-and-barring-service
https://www.gov.uk/dbs-update-service
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If you require any help with any matters relating to this policy

and procedure, please speak to your line manager or Senior

manager.

It is the responsibility of every member of staff to ensure that

they are working within this policy and keep up-to-date with

policy changes that may affect their practice at work.


