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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 Headteacher’s P.A..

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 and that steps have been taken
to check their suitability.

e DBS enhanced disclosure

e The date that the check was evidenced and who carried it out.

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

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 monthly 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 If the volunteer’s employment or other volunteering activities are likely to be able to provide
references on suitability.
Welsh Government guidance suggests 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:

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.
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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 2).

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 Governors.
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 once every three months.

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 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.




APPENDIX 1

RISK ASSESSMENT FORM FOR STAFEF 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 [I NO [

2. If yes, are these convictions relevant to the work that they are being employed
to undertake? YES [ NOLI

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

If yes, please state details

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

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 [ NOI[]

If yes, please state details

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

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 [ NOL[I




PART B

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

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

3.  Will the individual have access to, or opportunity to commit an offence
against a child? YES [ NOLI

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

5. 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 0 NOUO

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

PART C - DECLARATION BY HEADTEACHER

[J | 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 I 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.



ROLALU STAFF / STAFF ROLES

Cyfwerth ag amaer llawn [FTE)
fesul rol dan gontract J Full
Time Equivalent {FTE] per
eantracted role

ROL / ROLE

Pennesth Gwerthredaol fExecutive Head Teacher

YSGOL ABERCONWY

CWEBLHEWCH pob adran os gwelwch yn dda / Please COMPLETE all Sections AND return to BMr. Kuljit Bratch

pennzsth f Head teachers

MANYLION PERSOMOL f PERSDMAL DETAILS

Pennzsth dros dro f Acting head teachers

Cirprwy bennaeth fDeputy head t2achers

Pennasth oymorthweol f Assistant head teachers

Athro Cymwysedig arall fOther Qualified teadhers

Athra heb Gymbiwyster fungusalifisd Teacher

Prif ¥marferydd f Leading Practitioner

Athranwen eraill {heb S=tws 550 ond heb fod yn ‘anghymwysadig’ ee v rhai 3 gamnpssic g2n waith 3
chofrestriad addysg fOther teachers [not OTS status but not ‘unguslified' i.e. those covered by Education
Specified Work and Registration}

Athrewon dan hyfforddiznt ar gyrsigu Hyfforddiant Cychweynnol Athrawon fTrainees on Initial Teacher
Training cowrsss

Athro oyflenwi parhaol {ac eithric unrhyw gategoriau a gofrestrand uchod) [ysgolion meithrinyn unig) f
Permanent supply teacher {other than any entered in above categories] inursery schools anly)

Athro Cyfienwi dain Gontract (heb fod yn asiantasth) f Contracted Supply Teacher [non-agency]

Cynorthwnwryr addyssu Lefel Uwch (CALY) fHigher Level Teaching Assistant [HLTA)

Cynaorthwnwryr f oynorthenpenT athrawon eraill a gyflogir yn yr yatafell ddosbarth fother teacher
assistants,sides employed in the dassroom

Cynarthannwryr iath dramaroyrnorth isth f Foreign lBnguage assistants/language support

Steff oymorth anghenion arbenniz f Specisl educstional needs support steff

Metronau/nyrsys/staft meddygol [yn oynneys paeitheyr GIG) £
Matrons/murses/medical staff (induding WHE emgloyees)

Staff cymorth bugeiliol £ Pastorsl support staff

Liyfreellwyr a chymorthweeny y lyfrzell f Libranians and library assistants

Soruchwyivwyr Swyddogion Goruchwylio fExaminations Officers Invigilators

staff gweinyddol arsll f Other sdministration staff

Rheolwr Busnes vsgol neu staf gyfatebol f =chool Business IManager or eguivalent

Technegwyr Gwyddonizsth a Lsbordy S Science and Labaratory Technicizns

staff TaCh fICT Siaff

Staff Cymorth Eraill f Other Support S&ff

NODWCH O3 GWELWCH ¥N DDA fOTHER PLEASE STATE:

Cyfwerth ag amaer llewn [FTE]
fesul rdl dan gontract | Full

ROL / ROLE

Time Equivalent (FTE) per
wantracted role

DATGANIAD / DECLARATION

LLOFMOD fSIGHATURE: DYDDIAD f DATE:

Byl quybodseth bersonal yn cael af gadw 5 brosesu gan yr ysgol af ddibiemion & walir yn yr Hyshysiad Preffstnedd ac yn wnd &
darpanasthsy Rheolizdaw Dingelu Dats Cpffredingl (GOFR)L Gall y wybodseth bersonol 8 dosmpanuyd gna' & FEnn 5 fhrpdydd parti yn :I.Ij.-'l"
SN & M qwing'rwybodasth, alal new ganiod & irosend afey e mwam ciffawn unrw swyodogesth ststudol new weinyddol neu & 510
ofymnad gan y gyfreth Am gop or Hysbysisd Prefiafmiyad cyspitech a'ch ysgol.

Fersons! information will be held and processed By the School for fhose : PLVPOSES confained in the School's Frivacy Notice, and in sceordance
with the prowvisions of the Geneml Dals Profection Regwistion .CF'SE. Personal informadion prowvided may be shared with thind parfies a5 and
when necessary in oroer fo .-'El"l'l‘_.-" the informaiion, for the preveniion or detection of crme snadlor for the purposes of discharging any sehufory or
saministrative funchion a5 reguired By lsw. For 3 copy of the Privacy MNofice, condast your schood.

TEITL £ TITLE

EMW CYFREITHIOL f LEGAL FOREMAME

EMW CAMOL f BMIDDLE MARE

CYFEMW CYFREITHIOL f LEGAL SURMARE

EMWW DEWISOL f CHOSEN MAME

DYDCIAD GEMI f DATE OF BIRTH

RHYW f 5EX BEMYW f FEMALE GWRYW S MALE

HUNANIAETH RHYWEDD ERS YR ENIDIGAETH /[ 5g pyes
GENDER IDENTITY SAME SINCE BIRTH

MADDD fHO

RHIF ¥G f MI NUNMEBER

RHIF ATHRO |23A) FTEACHER MO, [EWC)

CYFEIRIAD f ADDRESS

COD POST fPOST CODE

RHIF FFON JTEL NO.

E-BOST fE-MAIL

¥OWCH CHI'N YETYRIED BOD SEMNYCH CHI AMABLEDD f DO ¥OU CONSIDER YOURSELF TO HAVE A DISABILITY

0O SYES MADDD f MO

HUMNAMIAETH GENEDLAETHOL f NATIOMNAL IDEMTITY

TICIWEH UM BLWCH £ TICK ONE BOX

FRYDEIMIG £ BRITISH CYMREIG S WELSH

SAESMEG f ENGLISH SWYDDELIS fIRISH

ALBANAIDD fSCOTTISH ARALL f OTHER

Gwrihod f Refused

Drpctnwatvech  Hurflen honi Ysgpod Aberconwy
Ficass redurm this famm &0 Ysgol ADerconwy




CEFMDIR ETHMNIG / ETHMIC BACKGROUND - T1C'wCH UM OPSIWH f PLEASE TICK OME OFTICHN

Guyn — Prydeanig / Whilte — British

Alkmasnig f German

MARNYLION FROFFESIYMOL  PROFESSIONAL DETAILS

Taithiwr [ Traveller

Gruegai:d.{wrdidd Groegaidd [ GreekGreek Cypriot

Teithiwr o Cras Widdalig / Traveller af Irigh Heritage

Hwrigasaidd f Hungarian

Taithivwr Mewydd' [ 'Mew' Traveller

Eidalaidd / Italian

Teithiwr Galwadigasthal / Oecupationsl Traseller

dosalanaidd § Kosovan

Taithiwr Arall f Othear Traee]ler

Latfiandd [/ Latvian

okl Sige f Show Person

Lithwanaidd f Lithuanian

Sapsi S Gypay

Saltasdd f Maltese

Sigdi Rorna Prydeinig / British Gypiy

dMonteregroaidd ) Mantenegran

Sandi O Wharhedd Eraill f Gypsy Teorm other éoun triss

Pundasdd § Polsh

Sansi Arall § Oaher Gypsy

Portiwgeaidd / FurluELre'.-e

Aoma / Rama

Aomanaidd ) Rosmdnisn

Aoma IUE J EU Foena

Awsiaidd [ s dian

Aoma O Wiedydd Erall ) Rama Tram otker eouritries

Sgandinafaidd / Scandinavian

Aoma Lrall f Otker Roma

Sarbiaidd / Sarbian

Unriww Gefndir Gwyr Arall § Any other white background

Sofacaidd / Slovakian

Albaniaidd / Albanian

Sofenaidd ) Slevenian

Boiniasdd — | Izrsegu'.rirldid: J B naan-t Isrzzﬁﬂ'.riniun

Shaanaidd [ Spanish

Bwigaraidd )/ Bulgarian

Twreaidd/Cy praidd Twecaidd f Turkishy/Turkish Cypried

Craatasdd [ Croatian

‘Wicrainiasdd f Ukranian

Taiesaidd f Crach

Ewropeaidd Gwyn Asall f White Eurapean Other

Flrangig f Franch

Gwyn & Charibiaidd Du / White and Black Carsbesan

Gen arall ) Othar White

Aziaidd a Teieineasdd § Acian ard Chinais

Gueyn ac Affricanaidd Do [/ White and Black &frican

Guyn A Tsiginsaidd ¢ White and Chinada

Des gennych chi Statws Cynorthwy-ydd Lefiel Addysgu Uweh (CaLU) f DO JYES MADDOD FNO
Do you Rold a Higher Level Teacher Assistant Status (HLTA] (OTS)

A oes gennych Gymbwyster Proffesiynol Cenedlasthel ar gyfer

Prifathrawiasth [CPCP) f De you hold & Maticnal Profeszsional DO S YES MADDO f NO
COuszlification for Headship (NPOH]

Dyddiad a gafwyd CPCP f Date obtained MPOH

Cez genniych Statws Athro Cymwys [SAC) J oo fYES MADDO fMO
Do you hield a Qualified Teacher Status [OTS)

Dyddiad a gafwyd 3AC J Date obtained OTS

Liwybr Statws Athro Oymweeys f Qualified Teacher Status route:
TICIWCH UM QPSS | PLEASE TICK OME OPTION

Sddyig Gychwyninal Athrawan — Cwrs |Sraddeadig f
nitial Teacher Education — Undergraduate course

Cyd-gydnabyddiseth gan Y&, yr Alban reu’r AEE
SAutieal Recognition fram M, Scatland o the EEA

Sddyig Gychwyninal Athrawan — Cwrs ol Raddedig f
nitial Teachers Education — Postgraduate auris

Larplarau Hybig
Flaxible Routes

Ahaglen Athrawon Hylforddedig Dramor
Orwertegs Trained Taachar Programeme

Athra divdd wedi'i HyfTarddi Drasmar §
Orweriaas Trained Teacker

Ahaghen Athrawon Cofrestredig /
Aegittered Teacher Programme

igal Uniangyrchad J
Schiood Direct

Gy ac Asiaidd / White and Asian

Du a Taieineasdd f Black and Chinese

Unrkww gelndic cpmiveg arall fAry other mived bHL‘hErL‘-L'IL‘l

Cefadir Cymnysg Aeall f Other Mixed E-HL";ETL‘-L'IL"

Ahaghen Athrawon Graddedig f
Graduate Teacher Prograsmime

igal Uniangyrehol {Cyllogedig) /
Schiood Direct (Salaried)

Asiaidd ac warkwe Grdep Ethireg Arall ¢ Asian and Any Othes Ethnic
Groug

Tsieinaaidd ac Unrbyw Grvp Ethnig Arall ¢
Chineda and Any Other Etknic Greup

Dhysgu'r Rhaghen Gymital i

Teach First Programme

Gwyn ac Unrhypw Grdp Ethaig Acall f
White and Ary Othar Ethnhic Group

Du ac warbye gravp ethnig arall £ Black and any other ethnic group

Asgiaidd a Du § Adian and Black
Aaigidd mew Brydeinig Saiaidd / Asian or Adian British
ndiaidd / Indean

Agiaidd Allricanaidd ) Alrican Adian

Gallu Cyrrasg f\Welsh Ability:
TICIKWWVCH U OPSI&M | PLEASE TICK OME OPTION

Dim Sgilia iaith Gymiraeg § No Welsh language Skills

Pacistanaidd ¢ Pakistan

WAk e aidd ¢ KA heriari

Lelal bgnaediad J Erbry Lenss]

Pacistanaidd Mirpuri J Mirpusi Pakstani

Hepalaidd F Mepa

Lefel Sylfsen f Faundation Level

Pacistanaidd arall f Other Pakistani

Snhalesaidd f Sir b e

Lelel Ganalradd [ Intesmediate Lewal

dangladechi f Bangladeshi

Tamil &ri Lankaidd / Sri Lankar Tam

Lelal Uhyich [ Adeanced Legal

Unrbvw gelndic Asiasdd arall / Ary ather Asian Backgrownd

D neu Brydisinig Du f Black or Blaek British
Caribiasdd f Caribbean

Asiaidd Arall § Other Asian

Sudanesidd J Sudana s

Lelel Hyledr § Prolicent Leval

Guyhodseth na chagwyd hyd yma | Information not yet abtained

Alfricanaidd /) Alcan

Alfricanaidd Du Arall § Other Black African

Eritresidd § Eritrean

Unirbyw gelndic du asall / Ary other blsck backgraund

Ghanaidd ;/ Ghanaian

Ewropeaidd Du f Black Europ=an

Dyszuf/Gueeithio trwy gyfrwng v Gymraeg f TeachingWerking through the medium of Walsh:
TICKWVCH UM OPSIAM f PLEASE TICK OME OPTION

‘vli!erdidd g Niﬁ!r ]

Du Gogledd Americs / Black Necth Amearican

Searra Legnaidd J Sierra Leondsn

Du Arall f Other Black

OhyiguyGweithis tray gylewng ¥ Gymeaeg wa i Swydd bresennol
TeachingMorking theaugh the medium of Welsh in current past

Sarmalaidd § Samal

Tsigineaidd neu Brydeinig Tsiemeaidd Chirewe or Chinese British

Taieineaidd new Brydsinig Taieinesidd / Chinese or Chines Britiah

Tiieineaidd = ngapara dd Einﬁdpu'z..' i Chinese

T galle sddiggweithio treey gylrang v Gymrseg ond heb wnewd bynay oy swedd bradarnal f
Arle to teachywork thraugh the medium of 'Welsh but not :l'.iirl,E 5 if Clrenl past

Tsigineaidd Hong Korg ) Hong Kong Chineds

Taiwaneaidd § Taiwanass

Odirm yn gallu addywigudgweithio trasy gylrang ¥ Gymraeg /
Hot able to teach fwork through the medivem of Welsh

Taieinaaidd balaysiaidd / Malayiisn Chinsada
Unrbnyw gefndir ethnig arall f Ary ather ethnic backgraond
Unrbyw gelndic ethrig arall / Any ather ethaic background

Tsiineaidd Asall § Other Chinss

Lebaneaidd [/ Labanais

Dhyigue Cyrnrsag Fed punnc yrunig (" sthrawon s addyigu bed at  CC Blagddym B yn unig)
Tz.:n'.hinﬁ Wielsh a5 a subject only [*for teachers teac '|in£ up o MC year & onky|

Alighan [ Afghan

SAalasaidd [ Bdalay

Arabaidd F Arab SAorocaidd f Moroccan
Eifftasdd f Egyplian Polynaigidd ;' Polyriesisn
Fhlipinaiad J Filipine Saudi Arabaidd f Saudi Arabian
raraidd [ Irani Syrigidd [ Syrian

racaidd ;' Iragi Thai f Thai

Saapanagidd ) Mapanese

Ciatriamaidd / Yistnamease

Coresidd [ Korean

Ternenaidd § Yemeni

Cwrdadd f Kirdish

Grapg Ethnig frall / Other Ethnic Graoup

Libvaidd J Libyan

Americanaidd Uadin/De/Canolbarth ) LatingSouthy/Central Amearica

Gwrthosd ¢ REfused

Perthynas agosaf / Next of Kin

¥ berthynas i chi / Ralationship to you

CYFEIRIAD f ADDRESS

RHIF FFGN fTEL NO.

E-BOST fE-MAIL




