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NORTHDALE HORTICULTURE

POLICIES AND PROCEDURES

DISCLOSURE AND BARRING SERVICE PROCEDURE

Policy Statement

All Staff and Volunteers, including the Board of Trustees, who have regular contact with Service Users at Northdale Horticulture will be required to undergo a Disclosure and Barring Service (DBS), formerly the Criminal Records Bureau (CRB), check.
Current legislation gives organisations the right to either withdraw a job offer or acceptance as a Volunteer if the results of the DBS check show anything that would make the applicant unsuitable.  Northdale Horticulture will implement this right.
Scope 

This policy covers the implementation of DBS checks and the handling of all DBS information within the organisation.

Procedure 

This procedure relates to the request for disclosure only.  The relevant staff recruitment and volunteer recruitment Policies and Procedures detail the wording of advertisements and the appropriate interview questions related to the disclosure of previous convictions.

Unless otherwise agreed by the Board of Trustees it will be standard practice to undertake an Enhanced Disclosure for all potential Staff and Volunteers that have regular contact with service users.
Due to the low number of annual applications the Charity is required to use an Umbrella Body to process its DBS applications.  It currently uses the Community First Yorkshire as its Umbrella Body and the Service Manager, Operations Administrator or the Let’s Go Out Co-ordinator will act as the Charity’s “Verifier” of documents for DBS applications on behalf of the Umbrella Body.

The DBS disclosure form should be filled out by the applicant and passed to the Operations Administrator or Lets Go Out Co-ordinator, who will check:

· the form for completeness
· that the necessary supporting documents have been provided
· that it has been completed in accordance with instruction supplied by the Umbrella Body.

Once all the required information and supporting documents have been checked and have been found to be in order the disclosure document should are signed by the Operations Administrator or Lets Go Out Co-ordinator  will also attach a completed Community First Yorkshire disclosure request form.

The completed form should then be posted, marked Private and Confidential, to:

Community First Yorkshire
Unit A
Tower House
Askham Fields Lane
Askham Bryan
York
YO23 3FS
All DBS Disclosure information is stored in secure conditions and kept locked in non-portable storage containers until such time as it is destroyed.

Disclosure information is destroyed by shredding when one of the following applies:

a.
If a member of Staff or Volunteer withdraws an application to join the organisation.

b.
Within 6 months of the Disclosure being issued, but a record of the Disclosure number and date of issue must be retained.

No photocopy or any other image of the Disclosure is to be retained, nor will any copy or representation of the contents of a Disclosure be made or kept.

Training Requirements
Operations Administrator/Lets Go Out Co-Ordinator will be given the required training as part of the Induction process or if any changes to the current DBS system are introduce.
Related Policies and Procedures
Confidentiality, Record Keeping and Access to Information
Data Protection

Recruitment and Selection

Recruitment of Ex-Offenders
Staff Application

Volunteers
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