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“This policy has been impact assessed to ensure it complies with all aspects of Diversity and
Inclusion. Members are reassured that this policy is compliant with current equality legislation”.



General principles

As an organisation using the Disclosure and Barring Service (DBS) checking service to help assess
the suitability of applicants for positions of trust, Greenhead College complies fully with the code of
practice regarding the correct handling, use, storage, retention and disposal of certificates and
certificate information.

It also complies fully with its obligations under the General Data Protection Regulation (GDPR), Data
Protection Act 2018 and other relevant legislation pertaining to the safe handling, use, storage,
retention and disposal of certificate information and has a written policy on these matters, which is
available to those who wish to see it on request.

Storage and access

Certificate information is kept securely, in lockable, non-portable, storage containers with access
strictly controlled and limited to those who are entitled to see it as part of their duties.

Handling

In accordance with section 124 of the Police Act 1997, certificate information is only passed to those
who are authorised to receive it in the course of their duties. We maintain a record of all those to
whom certificates or certificate information has been revealed and it is a criminal offence to pass this
information to anyone who is not entitled to receive it.

As an organisation, we require retention of certificates where a criminal offence has been revealed in
order to demonstrate ‘safer recruitment’ practice for the purpose of safeguarding audits. Greenhead
College is legally entitled to retain the certificate.

Usage

Certificate information is only used for the specific purpose for which it was requested and for which
the applicant’s full consent has been given.

Retention

Once a recruitment (or other relevant) decision has been made, Greenhead College record the
certificate details on the single central record. The certificate is then destroyed.

Should the DBS certificate show details of a criminal conviction, the DBS certificate will be retained for
the duration of employment.

Throughout this time, the usual conditions regarding the safe storage and strictly controlled access will
prevail.

Disposal

Once the retention period has elapsed, we will ensure that any DBS certificate information is
immediately destroyed by secure means, for example by shredding, pulping or burning. While awaiting
destruction, certificate information will not be kept in any insecure receptacle (e.g. waste bin or
confidential waste sack).

We will not keep any photocopy or other image of the certificate or any copy or representation of the
contents of a certificate. However, not withstanding the above, we will keep a record of the date of
issue of a certificate, the name of the subject, the type of certificate requested, the position for which
the certificate was requested, the unique reference number of the certificate and the details of the
recruitment decision taken.
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Policy title: Handling of DBS Certificate Information

Policy owner: Director of Human Resources

EIA Date: .18.05.2021

Main aims and purpose of the policy:

The purpose of the handling of DBS information policy is to demonstrate how we use the Disclosure and
Barring Service (DBS) checking service to help assess the suitability of applicants for positions of trust,
Greenhead College complies fully with the code of practice regarding the correct handling, use, storage,
retention and disposal of certificates and certificate information. It also complies fully with its obligations
under the General Data Protection Regulation (GDPR), Data Protection Act 2018 and other relevant
legislation pertaining to the safe handling, use, storage, retention and disposal of certificate information.
The policy is also compliant with section 124 of the Police Act 1997.

Type of policy connect to EIA:

o Proposed new policy

¢ Undertaking a review of an existing policy -

o  Other (please state):

Please identify any potential impacts that the policy or development of this policy
could have, on any of the equality grounds identified below.

Equality Ground Identified Impact

Age The policy is consistent in its approach to the handling of
DBS certificates policy regardless of age.

Disability The policy is consistent in its approach to the handling of
DBS certificates policy regardless of disability.

Gender (including gender The policy is consistent in its approach to the handling of
identity) DBS certificates policy regardless of gender.
Marriage and civil partnership The policy is consistent in its approach to the handling of

DBS certificates policy regardless of marital or civil
partnership status

Pregnancy and maternity The policy is consistent in its approach to the handling of
DBS certificates policy regardless of of pregnancy or
maternity.

Race The policy is consistent in its approach to the handling of

DBS certificates policy regardless of race.

Religion or belief The policy is consistent in its approach to the handling of
DBS certificates policy regardless of religion or belief.

Sex The policy is consistent in its approach to the handling of
DBS certificates policy regardless of sex.




Sexual Orientation The policy is consistent in its approach to the handling of
DBS certificates policy regardless of sexual orientation.

Social / Health Inequalities The policy is consistent in its approach to the handling of
DBS certificates policy regardless of social status/health

inequalities.

Select one of the four outcomes below to indicate how the
development/implementation of the policy will be progressed and state the
rationale for the decision.
Outcome No change required — the assessment is that the policy is/will
1: be robust and/or

promotes Diversity and Inclusion. -I
Outcome Adjust the policy - this involves taking steps to address any
2: adverse impacts

before the policy has been developed. (]

Outline these steps:

Outcome Continue the policy while mitigating against any potential
3: adverse impacts.
Outline how these adverse impacts can be mitigated against:

Outcome Immediate referral to SLT/Governors, as there are adverse
4: effects which cannot be
prevented or mitigated against. |:|

Details of further steps (if required)




