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Introduction 
 
All schools within the Vale Academy Trust follow the same procedure with regard 
to employees and volunteers who have contact with children and young people. 
They are all required to complete a DBS online application form. The process is 
administered by the school where the person will be working. It begins at the 
interview stage, prior to appointment, when the person is required to bring three 
forms of identification which include a photograph and their current home 
address. These documents are photocopied and retained securely for a maximum 
of six months.  If the person is appointed, this photocopied evidence is used to 
verify their identity on the DBS online application process. 
 
All schools within the Vale Academy Trust use the HR Vetting and DBS team at 
Oxfordshire County Council as an Umbrella Body.    
 
Who needs a DBS check? 
 
Essentially, ALL employees appointed after May 2006 and all other employees 
who have contact with children who were appointed after March 2002 should 
have a DBS disclosure. 
 
Those employed before March 2002 who have not changed jobs or moved 
schools are not currently required to complete a new DBS application form, 
unless directed by the Headteacher. 
 
It is not currently a requirement for Governors to have a DBS check unless as 
part of their duties they have contact with the children or access to the VAT 
information systems containing information relating to the children and young 
people. (Contact is defined by as 'frequently' (once a week or more) or 
'Intensively' as four or more occasions in a single month). 
 
Anyone attending any residential trips must have a current DBS certificate. 
All persons living on a school site aged 16 or over must be DBS checked by the 
school. 
 
Portability of DBS 
 
The Disclosure and Barring Service does not support portability of DBS 
certificates that have been issued by external organisations or other local 
authorities as they may be old, i.e. a DBS only gives the appropriate data 
available to the police at the date it was carried out, and it may have been for a 
very different type of role which did not check against the appropriate restricted 
lists, e.g. POVA or POCA. 
 
Where the person working in the school is not an employee of a VAT school       
(e.g. contractors; agency/supply teachers), the DBS certificate should be issued 
to the current employer i.e. the agency. For example, if the person is an agency 
teacher through E-teach, we will only accept a DBS certificate issued to E-teach 
as the employer. 
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Criteria for accepting a DBS certificate issued by another organisation: 
 

1. The certificate must be to an ENHANCED level 
2. The certificate must have the current employer listed on it 
3. The certificate must be issued within the last three years (12 months for 

agency staff) 
4. The section entitled "Information from the list held under Section 142 of the 

Education Act 2002" must have the words "NONE RECORDED", if it says 
"not requested" it is not valid for working with children in a school 
environment. 

5. The section entitled "Protection of Children's Act List" or "ISA Children's 
Barred List Information" must have the words "NONE RECORDED", if it 
says "not requested" it is not valid for working with children. 

6. If there are disclosed offences - a Risk Assessment must be carried out. 
 

If the organisation has supplied a school within the VAT with a letter confirming 
that all of their staff or representatives have the required DBS checks and adhere 
to safer recruitment standards we are not required to request to view individual 
DBS certificates. The letter is filed with the school’s Central Record. Checking the 
individual's identification still applies. 
 
If unsatisfied, the Headteacher is entitled to ask the individual to complete a DBS 
application form. 
 
Renewal of DBS certificates 
 
Currently it is not a legal requirement for employees in schools to renew their 
DBS certificates. However, if there is a break in service for three months or more, 
they will have to complete a new DBS disclosure application form. (NB: maternity/ 
paternity leave, long-term absence, sabbaticals and secondments are not classed 
as a break in service). 
 
Supply teachers 
 
It is the responsibility of the headteacher to check that any supply teachers have 
a valid DBS disclosure and if they do not have one, to make sure that they 
complete a DBS disclosure application form. Prior to commencement the 
individual is legally required to have had a List 99 check. 
 
Volunteers 
 
To submit acceptable DBS applications for volunteers, the person's activity has to 
conform to the DBS Service definition of a volunteer. 
 
The DBS definition of a volunteer is: 
 
Any person engaged in an activity which involves spending time, unpaid (except 
for travel and other approved out-of-pocket expenses), doing something which 
aims to benefit some third party and not themselves or a close relative. This 
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includes qualifications gained due to placements or work experience to enable full 
time employment etc. and is not restricted to financial gain. 
 
Foreign nationals and those that have lived or worked overseas 
 
The requirement is that any person that is working with children and vulnerable 
adults who has lived abroad is to obtain police clearance (or DBS equivalent) 
from the countries that they have lived in where possible. Usually it does not 
prevent the person from starting work but OFSTED do require the proof that the 
overseas check is in progress or has been completed. This is in addition to the 
UK DBS disclosure. 
 
Where an applicant is from or has lived in a country where criminal record checks 
cannot be made for child protection purposes, or is a refugee with leave to remain 
in the UK, and has no means of obtaining relevant information, extra care is taken 
in requesting references and carrying out other background checks. 
 

 a certificate of good conduct from the embassy of the country in which the 
applicant has lived, accompanied where necessary by a certified translation 
into English 

 a reference from someone of standing in the country in which they lived, 
such as a doctor or lawyer 

 evidence to support any work permit 
 references from past employers. 

 
It is the responsibility of the individual to obtain the checks from abroad and it is 
the duty of the HR Manager to ensure that this is followed up and evidenced. 
Those who have lived abroad as part of British Armed Forces do not need to 
obtain a foreign check as any offences committed by service personnel or their 
families whilst posted abroad will held by the Service Police Crime Bureau 
(SPCB). As of the 12 November 2007, the DBS will be able to access 
information held by the SPCB which will be included on DBS certificates.  
How to apply for a DBS check and review your application status. 
 
Applicants are given the Reference and Password for the VAT school in which 
they are working so that they can complete a new DBS application form using the 
DBS online system. If the applicant has not already produced original documents, 
they will be asked to do so before the form can be verified and submitted to the 
HR Vetting and DBS team at Oxfordshire County Council. 
 
If there are any errors or omissions on the DBS disclosure applications, the HR 
Vetting and DBS team will endeavour to contact the applicant directly. If unable to 
make contact or unable to obtain the information, the application form and 
highlighted errors/omissions will be returned back to the school within seven days 
after attempting the initial contact with the applicant.  
 
The time taken for the Disclosure and Barring Service to process disclosure 
application forms can vary depending upon the individual’s application details. 
Those that have had many name changes or have frequently changed address in 
the last five years will normally take longer. An approximate average time taken 
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for a form to be processed is two weeks from when the HR Vetting and DBS team 
at Oxfordshire County Council send them off to the Bureau for volunteers, and 
around six to eight weeks for all other disclosure applications.  
The school and the applicant can track the progress of the correctly completed 
DBS disclosure application by checking on the DBS website.   The DBS Form 
reference number and the applicant’s date of birth is required in order to check on 
the progress of the applications. Completed stages viewed on the DBS tracking 
system does not mean that there are no offences. If the applicant has not 
received an Enhanced Certificate from DBS after eight weeks, the HR Vetting and 
DBS Team will automatically escalate the application with the Criminal Record 
Bureau. The applicant can also escalate their application directly with the Criminal 
Record Bureau. Due to the Data Protection Act, the school cannot contact the 
DBS directly, only the applicant and the Counter signatories in the HR Vetting and 
DBS Team can contact the Criminal Record Bureau. 
 
The Criminal Record Bureau will issue two certificates. One copy will be sent to 
the HR Vetting and DBS team, and the other will be sent directly to the applicant's 
home address. If the applicant moves address while the DBS application form is 
being processed they must notify the DBS directly on 0870 90 90 844. Royal Mail 
are not permitted to forward any DBS certificates. 
 
Applicants should not throw away their Enhanced certificate. It should be kept in a 
safe place at home as it is an important document. If they are unable to provide 
proof that they have a DBS certificate, they will have to complete another 
application form and they will be charged. 
 
Keeping records of DBS disclosures 
 
We do not keep photocopies of Enhanced certificates or Disclosure application 
forms, as this contravenes the Data Protection Act. 
 
The applicant must bring their DBS certificate to the school as soon as they 
receive it so that we can record the certificate reference number and issue date 
on the Central Record. 
 
Checking the certificate 
 
It is the applicant's responsibility to ensure that all the details on their DBS 
certificate are correct. The applicant has 28 days from the date that the certificate 
is issued to raise a dispute. 
 

 If there is a spelling mistake or the names or date of birth is incorrect, then 
the applicant should follow the instructions to raise a "Data Entry Dispute" 
with the Disclosure and Barring Service.  

 If there are disclosed offences that are not relating to the applicant or where 
conviction details relating to the applicant have been disclosed but some 
elements of the conviction are incorrect or where the approved information 
is considered to be inaccurate or irrelevant, the applicant should follow the 
instructions to raise a “Data Source Dispute” with the Disclosure and Barring 
Service. 
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Once the dispute has been investigated, the DBS will inform the applicant and the 
HR Vetting and DBS team of the outcome and where appropriate the DBS should 
issue a revised certificate. If the DBS cannot print a corrected one, the applicant 
will need to fill in another Disclosure application form and start again. 
 
Positive disclosures 
 
Where there are any disclosed offences, convictions, cautions, reprimands, 
warnings, bind-overs, pending prosecutions, disqualifications or information 
disclosed at the discretion of the Chief Police Officer appearing on the DBS 
certificate, the Headteacher will be contacted by the HR Vetting and DBS Team 
by email immediately. If the offences are considered to be high risk the 
Headteacher will be contacted by telephone immediately. The information will be 
passed to the Schools’ HR Advisory Team to investigate and advise the 
Headteacher of appropriate action required. 
 
All disclosures, no matter how long ago they were committed, require a DBS 
check risk assessment for new appointees to be carried out. The Headteacher 
should contact the individual and request that they attend a meeting in order to 
complete the risk assessment. The individual should bring their copy of the DBS 
certificate to the meeting. The risk assessment must be placed into the 
individual’s personnel file and remain there indefinitely.  
 
The Schools’ HR Advisory team will be notified if there are implications for the 
individual’s employment. 
 
Working before the enhanced certificate is received 
 
Whilst ideally the DBS process will have been completed prior to the start of the 
employee it is not always possible. Employees may begin work before the DBS 
certificate is received provided that the Headteacher is satisfied that other safer 
recruitment checks are in place and a DBS check risk assessment for new 
appointees has been completed. However, it may be necessary to ensure that the 
employee does not work in an unsupervised capacity or on a one to one basis 
with children before the DBS certificate has been received. 
 


