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1. Purpose
[Organisation Name] provides adult social care services and is committed to protecting the people who use our services while offering fair employment opportunities to applicants with criminal records.
This policy explains how we assess criminal record information during recruitment. It applies to employees, agency workers, volunteers and other roles where we require a criminal record check.
2. Our principles
We will:
· assess applicants fairly and individually, without automatically excluding someone because they have a criminal record;
· select applicants initially on their skills, experience, qualifications and suitability for the role;
· request a Disclosure and Barring Service (DBS) check at the level legally permitted and appropriate for the role;
· explain at the outset of recruitment that a DBS check is required and provide this policy to applicants;
· discuss relevant information with the applicant before making a decision that could adversely affect their application; and
· handle criminal record information sensitively, confidentially and in accordance with applicable law and the DBS Code of Practice.
A DBS check is a required part of recruitment for roles identified by the organisation as eligible for that check. A check does not, by itself, determine whether an applicant is appointed.
3. DBS checks and disclosure
The level of DBS check will depend on the duties of the role and the legal eligibility criteria. Where a role is eligible, we may request the appropriate enhanced check and, where legally permitted and relevant, a check of the adults’ barred list.
Applicants will be told what check is required and when it will be requested. We will not seek information beyond what the law allows for the role.
For roles covered by the Rehabilitation of Offenders Act 1974, applicants are generally asked to disclose unspent convictions. For roles legally exempt from that Act, we may ask about convictions that are not protected from disclosure under the applicable filtering rules. Applicants are not required to disclose protected convictions or cautions. We will use the correct wording for the role and check level.
4. Recruitment and assessment
A criminal record will not automatically prevent appointment. Where information is disclosed or appears on a DBS certificate, we will assess its relevance to the particular role and the safety of the people we support.
Our assessment may consider:
· the nature and seriousness of the offence;
· how long ago it occurred and the applicant’s age at the time;
· whether it was an isolated incident or part of a pattern;
· the circumstances surrounding the offence;
· the duties and level of responsibility in the role;
· any relevance to safeguarding, trust, care or access to people using our services;
· evidence of rehabilitation, relevant training or changed circumstances; and
· any explanation or context provided by the applicant.
The assessment will be proportionate and individual. We will not make assumptions about an applicant’s character or future conduct based solely on a conviction.
5. Discussion of information
If information on a DBS certificate or disclosed by an applicant may affect their suitability, we will give them an opportunity to discuss it before reaching a decision, unless there is a lawful reason not to do so.
The discussion will be handled by an appropriately trained person and, where practicable, separately from the wider recruitment decision. We will consider the applicant’s explanation and any relevant supporting information.
If an applicant disputes the accuracy of certificate information, we will explain how they can raise a dispute with DBS. We may defer a final decision while the issue is being resolved, taking account of safeguarding and service requirements.
6. Safeguarding and barred-list information
We will not knowingly appoint or permit a person to undertake regulated activity with adults if doing so would be unlawful, including where the person is barred from that activity.
Where a DBS certificate or other information indicates a potential safeguarding concern, the organisation will undertake an appropriate risk assessment and follow its safeguarding procedures. Any interim arrangements must be lawful and must protect people who use our services.
7. Confidentiality and handling of DBS information
Criminal record and DBS information will be:
· accessed only by staff who need it for recruitment, safeguarding or compliance purposes;
· stored securely and kept only for as long as necessary, in line with the DBS Code of Practice and our data-protection and retention arrangements; and
· disposed of securely when no longer required.
We will not retain a copy of a DBS certificate longer than permitted. We may record that a check was completed, its date and outcome, and the recruitment decision, where lawful and necessary.
8. Responsibilities
Recruiting managers must explain the check requirement, follow this policy and seek advice from HR or the designated safeguarding lead if concerns arise.
HR or the designated DBS lead must ensure checks are appropriate for the role, information is handled securely, and decision-makers understand their responsibilities.
Applicants must complete the required check process honestly and provide relevant information that they are legally required to disclose.
9. Review
This policy will be reviewed at least every [two years] or sooner if legislation, DBS requirements or the organisation’s services change.

