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YSGOL ABERCONWY

POLICY FOR DBS AND VETTING CHECKS

Background
It is mandatory for schools to obtain DBS checks on:

e All new employees.

e People who have a break in service of more than 3 months.

e People who have not previously been eligible for a Disclosure and move to work that involves
significantly greater responsibility for children than in their present position.

Single Central Record

The school will maintain a single central record, updated and managed by the Fhe-Headteacher’s

The record should include:

e The correct checks for all staff employed at the school, whether directly or through an agency;
anyone else who is identified by the school as ‘working in regular contact with children’.

e Identity; name and confirmation that address and date of birth have been checked.

e Qualifications; where the qualification is a requirement of the job, for example those posts where
a person must have qualified teacher status.

e Evidence of permission to work for those who are not UK nationals efa-Eurepean-EconomicArea
eouhtry-and that steps have been taken to check their suitability.

e DBS enhanced disclosure,-ineluding List 99 checkforallthose-whoreguirea-checkunderthe

Further checks may be required where a member of staff has lived outside the UK. This is because DBS
disclosures will not generally show offences committed abroad.

Checks for existing staff employed by the school

7

All staff will undergo a DBS disclosure check every 3 years

by Conwy C.B.C. in line with their policy-
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Checks for new staff

All new appointments to the school staff will be required to undergo an enhanced DBS check either prior
to appointment or as soon as possible after appointment.

This requirement extends to any peripatetic teachers and it is the responsibility of the Head of
Department in which the peripatetic teacher is working to ensure a DBS disclosure is made.

Accepting existing DBS disclosures
The DBS has an annual registration scheme which does monthweekly checks to update the status of
registered individuals. Ysgol Aberconwy will carry out the DBS check for these individuals online with the
DBS.
Checks for Volunteers
A volunteer is a person who is engaged in any activity which involves spending time, unpaid (except for
travelling and other approved out-of-pocket expenses), doing something which aims to benefit someone
(individuals or groups) other than or in addition to close relatives.
Enhanced DBS checks are required on all volunteers who are working in the school.
The Head Teachers might also consider:
e What is known about the volunteer by the rest of the school community, “including formal or
informal information offered by staff, parents and other volunteers”.
e |f the volunteer’s employment or other volunteering activities are likely to be able to provide
references on suitability.
Welsh Government guidance suggestsadvise that parents or local residents volunteering to help on “one-

off trips” would not normally need to be DBS checked, if they would not have any unsupervised contact
with children

Permission to work while waiting for DBS clearance

The government’s position on employing people who are waiting for DBS clearance is:
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Strong recommendation that disclosures are obtained on staff before they take up post but recognised
that in certain exceptions staff may need to be employed at short notice.

In these circumstances, Headteachers have the discretion to employ staff who have not yet received their
Disclosure, provided that all other relevant pre-appointment checks have been carried out on them and a
Risk Assessment is done (Appendix 23).

Checks for Governors

At present governors do not need a DBS check in order to sit on the governing body of a school, however,
governors involved in “regular work in the presence of, or care for, children, or training, supervising or
being in sole charge of children” do require a DBS check. In this case, they would be considered in the
same way as adult volunteers.

Ysgol Aberconwy will undertake an Enhanced DBS check on all rewGovernors-appeinted-after-April2010.
Use of Recruitment or Supply Agencies

The Cover Manager will ask supply teachers to produce their copy of the enhanced Disclosure to provide
assurance that the check has been made as well as producing identification and will ask agencies to
confirm the validity of the documents. Similarly, Heads may ask teachers recruited independently who
were checked under previous arrangement to produce documentation certifying that the person has
been satisfactorily checked.

Checks for Students

Pupils who undertake short periods of work experience that involve contact with children in other school
or education establishments need not be checked. However, students who are required to work with
children as a necessary part of a training course, e.g. student teacher, nursery nurses, etc, will need to be
DBS checked when they are accepted onto the course.

Checks for Exam Invigilators

People employed as examination invigilators, with more than a three-month gap between examination
sessions, will need to be DBS-checked before each examination season. Clearly this presents onerous
requirements on undertaking the checks as well as cost implications.

Best practice should be to hold refresher training sessions for all invigilators;using-the-training-material
supphied-by-the-NAA once every three months.
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All staff will undergo a DBS disclosure check every 3 years by Conwy C.B.C. in line with their policyFhe
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Checks for Estyn Inspectors

Inspectors do not have to show their DBS disclosure to schools as it is the responsibility of their employing
organisation, in this case Estyn, to ensure that checks have been made. However the school will rightly
want to check the identity of individuals when they arrive for an inspection.

Checks for Visitors to the School

e Professionals employed by Conwy C.B.C. to work within Schools are DBS checked by Conwy C.B.C.
e Other visitors to the school will not be left unsupervised with pupils.
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APPENDIX 13

RISK ASSESSMENT FORM FOR STAFF AWAITING DBS DISCLOSURE

This form is to be completed by the Headteacher to make an assessment about a candidates' suitability to
commence employment prior to receipt of a DBS Disclosure.

Name of Candidate:

Post:

PART A [Please v]

1. After reviewing the application form and meeting with the candidate, did they declare
any criminal convictions, bindovers, cautions, police investigations which might lead

to a conviction, orders binding them over or cautions in the UK or any other country? YES [ NO[J

2. If yes, are these convictions relevant to the work that they are being employed
to undertake? YES [ NO[]

3. Ifyes, are these convictions of a serious nature i.e. offences against children /
vulnerable adults / violent or sexual offences etc? YES [ NOU[J

If yes, please state details

4. Do the individual’s references give any cause for concern? YES [ NOLJ

If yes, please state details

5. Atinterview or after interview, did the individual say or do anything which gave cause
for concern, in relation to allowing them to commence work before a DBS

Disclosure is received? YES [ NO![I

If yes, please state details

6. Has the individual ever had a Police Check (R2) or DBS Disclosure previously? YES [ NOU[J

If yes, when was this done and with whom (employer)?

7. Have you seen a copy of his/her Police Check (R2) or DBS Disclosure? YES [ NOLUJ




PART B

1.

Does the job involve regularly caring for, training, supervising or being in
sole charge of children? YES [ NOLUJ

Will the individual be required to work alone during their induction period? YES [ NOU[J

Will the individual have access to, or opportunity to commit an offence
against a child? YES [ NO[]

If yes, what precautions or measures will you put in place to prevent this
from happening?

Are you satisfied the risk of possible offending can be minimised by ensuring
that satisfactory supervisory measures listed above can be implemented to
prevent the individual from being alone with children? YES [ NO[I

Please outline the implications of delaying the individual in commencing
employment.

PART C - DECLARATION BY HEADTEACHER

[1 | have considered the questions outlined above, and | am not satisfied that it is safe to allow the above
named individual to commence work before the DBS Disclosure clearance is received.

OR

[J | have considered the questions outlined above and confirm that | am satisfied that it is safe to allow the
above named individual to commence work before the DBS Disclosure clearance is received, subject to the
safety measures detailed in Part B being in place

[J | confirm that | have explained to the individual concerned the implications of commencing work prior to
clearance being received and the possibility that disciplinary action including summary dismissal may result
if it is subsequently discovered that the individual did not disclose any material facts relating to their
employment.

Headteacher’s Signature: Date:

This form should be retained on the candidate’s personal file at school
until notification of a suitable DBS Disclosure is received.
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