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1. Introduction  

The Criminal Records Bureau (CRB) and the Independent Safeguarding Authority 
(ISA) have merged to become the Disclosure and Barring Service (DBS). CRB 
checks are now called DBS checks.  DBS helps employers make safer recruitment 
decisions and prevent people from working with vulnerable adults and/or children, 
through its criminal record checking and barring functions. 

The Trust for Developing Communities (TDC) aims to promote equality of 
opportunity for all with the right mix of talent, skills and potential.  TDC is committed 
to the fair treatment of its staff, trustees, volunteers, potential staff and users of its 
services, regardless of race, gender, religion, sexual orientation, responsibilities for 
dependants, age, physical/mental disability or offending background.   
 
 

2.  Types of Check 
 
The DBS will undertake criminal records checks and issue certificates, on application 
via an umbrella body, and in exchange for the appropriate fee, which will be paid for 
by TDC.  The DBS will issue two types of certificates, each representing a different 
level of check.  For certain roles an applicant, employee or volunteer will be asked to 
undertake a DBS check before an appointment can be confirmed.  A DBS check will 
also be carried out for all staff who are based at the Wavertree House Office. The 
level of check will be determined by the Chief Executive following a review of the 
duties of the job to be taken up. 
 

We are only legally entitled to ask for a DBS check if a role meets certain criteria. 
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The types of role requiring a DBS check are as follows: 

 Standard Check – Roles with responsibility for financial transactions on behalf 
of TDC or occasional contact with children or vulnerable individuals.  This will 
check for spent and unspent convictions, cautions, reprimands and final 
warnings. 

 Enhanced Check – Roles which involve regular and/or unsupervised contact 
with children or vulnerable individuals.  This includes the same as the 
standard check plus any additional information held by local police that is 
reasonably considered relevant to the workforce being applied for (adult, child 
or ‘other’ workforce). ‘Other’ workforce means those who don’t work with 
children or adults specifically, but potentially both, e.g. taxi drivers. In this 
case, the police will only release information that’s relevant to the post being 
applied for. 

 Enhanced with list checks - This is like the enhanced check, but includes a 
check of the DBS barred lists. An employer can only ask for a barred list 
check for specific roles. It’s a criminal offence to ask for a check for any other 
roles. 

The basis on which a DBS check can lawfully be carried out is set out in the 
Rehabilitation of Offenders Act (ROA) 1974 (Exceptions) Order 1975 and in the 
Police Act Regulations. 

 

3. Recruitment 
 
If the post the applicant is being appointed to has effective supervision in place, i.e. 
the new member of staff will not be working on their own at any stage, then 
managers can proceed “at risk” and arrange a start date with the new member of 
staff pending receipt of a DBS Disclosure.  The offer of appointment will be 
conditional until the certificate is received and confirmed as acceptable.  
 
Criminal records will be taken into account for recruitment purposes only when the 
conviction is relevant.  Applicants are asked to disclose convictions which are 
considered “spent” under the Rehabilitation of Offenders Act 1974.  Having an 
“unspent” conviction will not necessarily bar applicants from employment.  This will 
depend on the circumstances and background to the offence(s), and the risk that 
may be posed to TDC, service users, staff and members of the public in employing 
the applicant in the relevant position. This decision will be taken by the interview 
panel in the first instance. 
 
TDC will seek to ensure that any advertisement or other indication of an employment 
or volunteering opportunity will indicate the level of Disclosure that will be sought, 
and that the conditional nature of any offer of employment or volunteering role until 
the receipt of satisfactory disclosure information is clearly indicated. 
 
Failure to reveal information that is directly relevant to the position sought could lead 
to withdrawal of an offer of employment, or action under TDC’s Grievance and 
Disciplinary Procedures if the person has gained employment without revealing 
relevant information.  
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4. Volunteers 
 
All volunteers including Trustees of TDC are required to be DBS checked because 
they have contact with TDC’s clients or potentially sensitive information. 
 
 

5. Disclosure Certificates 
 
The certificates issued will relate specifically to the employment being offered and 
are designed to be used once only. Certificates will be posted to the applicant 
directly but not to TDC. TDC will request that the contents of the disclosure be made 
known to them from the applicant so that a record of the date of issue of a 
Disclosure, the name of the subject, the type of Disclosure requested, the position 
for which the Disclosure was requested and the unique reference number of the 
Disclosure and the details of the recruitment decision taken can be made. 
Photocopies or other images of the contents of Disclosures will not be kept by TDC 
without the applicants consent. 
 
If the applicant is a member of the online Update Service and has given their 
permission, their transportable current DBS certificate can be checked online by 
TDC.   
 
Any matter revealed in a check will be discussed with the individual before 
employment is withdrawn. 
 

Once employed or appointed to a volunteer position, if a role requires a DBS check 
then the employee or volunteer must disclose any convictions received whilst 
working for TDC to their line manager as soon as possible.  Being convicted of a 
criminal offence will not necessarily result in dismissal; however failure to disclose a 
criminal conviction may result in dismissal. 

A DBS check has no official expiry date and any information included will be 
accurate at the time the check was carried out. A new DBS check will be requested 
every 3 years of the staff member employment or volunteers’ appointment. 

TDC will not apply to the CRB to run a check without the knowledge and consent of 
the person concerned. 

 
 


