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Disclosure Policy 

QUEST is committed to creating a culture of safe recruitment and adopts recruitment 

procedures that help deter, reject or identify people who might abuse children. 

1. The Requirement for Criminal Record Checks by the Academy Trust

1.1 It is of fundamental importance to the Academy Trust to ensure so far as possible that 

those who take up appointments do not pose a risk to the children in its care.  It is therefore 

important for the Academy Trust to apply for and review the past criminal records of any 

successful applicants for positions.  Any formal offer of appointment will be conditional upon 

satisfactory completion of pre-employment checks including satisfactory Disclosure from 

the DBS with barred list information and prohibiting checks, together with references and 

interview information.  The Academy Trust also considers it essential that the confidential 

and personal Disclosure information from the DBS is used fairly and sensibly in order to 

avoid unfair discrimination of applicants for appointments in the Academy Trust. 

1.2 Disclosure information is:- 

• Contained in criminal record certificates under Section 113 of the Police Act 1997

(the Act) and are referred to by the DBS as “Standard Disclosures”; or

• Contained in enhanced criminal record certificates under Section 115 of the Act and

are referred to by the DBS as “Enhanced Disclosures”;

• Provided by the police under Section 115(8) of the Act.

2. Types of Disclosure

2.1 There are three types of Disclosure that may be applied for depending on the nature of the 

position and whether the work is regulated activity. 

(a) Standard: a check of the Police National Computer (PNC) records of convictions,

cautions, reprimands and warnings;

(b) Enhanced: a check of the PNC records as above, plus other information held by the

police that is considered relevant by the police; and

(c) Enhanced with barred list information: for people working in regulated activity with

children.  This adds checks of the DBS Children’s Barred List to the enhanced

check.

2.2 When the DBS has completed its check of an applicant’s PNC record and, if appropriate, 

whether or not they are on the barred list, the relevant information will be recorded on a 

certificate (the DBS certificate) that is sent to the applicant.  The Academy Trust will receive 

a DBS clearance notification from the e-bulk service which is filed on the employee’s 

personnel file.     

2.3 All staff are also required to complete the Annual Personal Declaration Form at Appendix 2, 

and relevant staff are required to complete the annual Staff Suitability Form at Appendix 3 

to provide relevant information as to whether they are suitable to work with children.  Staff 

and volunteers are required to complete the Annual Personal Declaration and/or Suitability 

Form (if relevant to their role) at the commencement of their employment with the Academy 

Trust and at the beginning of each school year thereafter.  Additionally, staff, volunteers 



and Trustees are required to inform the Academy Trust as soon as possible should any 

change in their circumstances arise. 

3. Application Procedure

See Appendix 1 – Flowchart of Disclosure and Barring Service criminal record checks and

barred list checks.

3.1 When appointing new staff, the Academy Trust will:

• verify a candidate’s identity, preferably from current photographic ID and proof of

address except where, for exceptional reasons, none is available;

• obtain a certificate for an enhanced DBS check with a barred list information where the

person will be engaging in regulated activity;

• obtain a separate barred list check if an individual will start work in regulated activity

before the DBS certificate is available;

• check that a candidate to be employed as a teacher is not subject to a prohibition order

issued by the Secretary of State, using the Teacher Services - Organisations online

service;

• verify the candidate’s mental and physical fitness to carry out their work responsibilities

through an independent occupational health questionnaire.  A job applicant can be

asked relevant questions about disability and health in order to establish whether they

have the physical and mental capacity for the specific role.

• verify the person’s right to work in the UK.  If there is uncertainty about whether an

individual needs permission to work in the UK, then prospective employers, or volunteer

managers, should follow advice on the GOV.UK website;

• if the person has lived or worked outside the UK, make any further checks the

Federation considers appropriate;

• verify professional qualifications, as appropriate; and

• all short-listed candidates for posts will be required to complete the Staff Suitability

Declaration Form at Appendix 2 as part of the pre-employment process.

3.2 

3.3 

3.4 

Where an applicant has changed his/her name by deed poll or for other reasons (eg 

marriage, adoption) the Academy Trust will require evidence of this change of name.  The 

DBS application form will be completed and signed by the applicant for the position and 

countersigned by a registered person at the Academy Trust. 

The Trustees require all applicants new to the Academy Trust to obtain an enhanced DBS 

disclosure.  In addition, all volunteers will be required to apply for an enhanced DBS check 

as they will be undertaking unsupervised activities. 

QUEST will undertake a barred list check and an enhanced DBS check for all Trustees and 

LAC representatives.  In addition, any new chair of Trustees must complete an ‘Identity 

Verification Form’ in conjunction with the Disclosure & Barring Service application form.  

Once the form has been completed, identity verification will take place.  Guidance on how 

to do this is included on the form available from www.wigan.gov.uk or in the resources 

area of GovernorHub.  All checks will be recorded on the Trust’s Single Central Record.  

See DBS and Section128 checks Policy for Trust members, Trustees and LGB 

representatives. 

http://www.wigan.gov.uk/


3.5 All members and prospective members of the Trust Board or Local Advisory Committee will 

be subject to a Section 128 direction check, undertaken via the Teachers Services 

webpage, and this will be recorded on the Trust’s Single Central Record. 

3.6 Visiting Professionals and Speakers: 

The Trust ensures that individuals such as psychologists, Wigan Council employees and 

other public sector staff will have been checked by their employing organisation (i.e. LA, 

Primary Care Trust or NHS). The Trust will ask for a copy of individual’s DBS and/or ID 

badge.   The Trust will also ask for confirmation of employment from their employing 

organisation and request that the individual brings the following proof of ID upon arrival: 

• ID badge with Photo evidence

• Passport

• Driving Licence

• Utility Bill/Bank statement which is no less than three months’ old

• Any evidence of a change of name

• A phone check is also made with key contact as an additional measure.

However, if the individual is self-employed, the same checks will apply as those for 

employed staff. 

3.7   Volunteers: 

Volunteers will be required to complete a Trust DBS application and will be subject to the 

following checks, in line with current guidance: 

• ID

• Enhanced DBS Certificate (including barred list check where appropriate)

• Overseas checks (where appropriate)

• Informal Interview/Meeting

If a volunteer does not fall into the definition of ‘regular’, the Trust will complete a risk 

assessment based on the circumstances and decide which additional, discretionary 

checks are required.  The Trust regards regular as, once a week, or more often or on 4 or 

more days in a 30-day period 

No vetting checks will be carried out for those who are one-off volunteers for Trust events 

or trips, these are treated as visitors.  Visitors are under no circumstance left 

unsupervised.   

3.8   Contractors and Visitors: 

Any contractors or visitors from other organisations are required to provide a DBS to be 

allowed in the Trust unaccompanied. If a DBS is not provided the individual will be 

supervised at all times.   The Trust will ensure that their contract with any company, which 

provides staff who will have access to areas where unsupervised contact with children is 

possible, provides for the required checks on staff to be completed by the company itself. 

Please refer to the Contractor and Visitor Policy.   

3.9   Vetting Check Exemptions: 

The Trust will not conduct vetting checks on the following, all these will be treated as 

visitors and will be supervised at all times during their visit.    



Those who have only brief contact with children in the presence of a teacher i.e. Students 

aged under 16 on work experience or similar, those on site when pupils are not present, 

visitors carrying out repairs or servicing equipment.   

The Trust does not re-check staff returning from maternity leave or similar because they 

are still an employee of the Trust.   Staff who leave the Trust and are reemployed at a 

further date will be required to complete a new DBS check.  All timesheet / ADHOC staff 

who have had a 3 month break in service or more will be rechecked prior to returning. 

3.10   The Single Central Register of Appointments: 

In accordance with current legislation, the Trust and its schools keeps a Single Central 

Register of Appointments, indicating whether or not the following checks have been 

completed on all current members of staff at the Trust, the Trustees, Local Advisory 

Members, and all individuals who work in regular contact with children including 

volunteers, supply staff, peripatetic staff, and those employed as third parties: 

• Identity checks

• Qualification checks for any qualifications legally required for the position

• Enhanced Disclosure (or DBS Status Check)

• Barred List check (date of DBS check unless a separate earlier barred list check

was  undertaken)

• Right to work in the UK

• Overseas checks, where applicable

• Prohibition from Teaching Check (where appropriate)

• Prohibition from management check (where appropriate)

• References – employees only

4. Consideration of Disclosure Information by QUEST

4.1 On receipt of Disclosure from the DBS, the Academy Trust shall consider the following: 

(a) Whether or not the conviction or other information disclosed is relevant to the

position in question.

(b) The seriousness of the offence or other matter revealed.

(c) The length of time since the offence or other matter occurred.

(d) Whether the applicant has a pattern of offending behaviour or other relevant

matters.

(e) Whether the applicant’s circumstances have changed since the offending behaviour

or the other relevant matter.

(f) The circumstances surrounding the offence and the explanation(s) offered by the

convicted person.

4.2 The applicant may be interviewed by a senior member of Academy Trust staff as part of its 

consideration of disclosure.  In conclusion of consideration of these elements the Academy 

trust shall make a decision about the suitability of the applicant for employment or 

deployment as a volunteer within the Academy Trust.  Decisions will be notified to the 

applicant in writing.  Ultimately, it is the Academy Trust’s Decision if they deem that 

employing a person, or deploying a volunteer, would bring the Trust into disrepute or 

jeopardise the Trust’s reputation. 



5. Criminal Records Bureau Code of Practice

5.1 The Academy Trust agrees to comply with the provisions of the DBS Code of Practice. 

6. Security of Disclosure Information

6.1 Given the confidential nature of the disclosure information, the Academy Trust will ensure 

that it is stored securely.  Documents will be locked away, with access restricted to senior 

members of staff who are the authorised signatories, with the DBS and their administrative 

support staff.  Once a recruitment decision has been made, the Academy Trust will not 

retain the Disclosure information for any longer than necessary, which shall normally be 

less than 6 months.  All disclosure information will be destroyed by secure methods (such 

as shredding or burning).   

7. Risk Assessment

7.1 Staff and volunteers will be required to renew their DBS disclosure every 5 years on a 

rolling programme. 

7.2 All staff are required to complete the Annual Personal Declaration Form at Appendix 2 

7.3 Relevant staff are required to completed the Staff Suitability Form at Appendix 3. 

This policy was presented to and approved by Trustees during the Autumn Term 2023. 

Signed:  C. Pailing  Chair of Trustees 



Appendix 1 



Appendix 2 

CONFIDENTIAL 

EMPLOYEE DECLARATION FORM

Annual Personal Declaration 

The position in which you are employed involves contact with children and is exempt from 

the Rehabilitation of Offenders Act 1974 and all subsequent amendments (England and 

Wales).  For these positions you are not entitled to withhold information about police 

cautions, bind-overs, or any criminal convictions including any that would otherwise be 

considered ‘spent’ under the Act. 

Have you ever been convicted of any offence or bound-over, given a caution or had any 

involvement with the police?    Yes/No 

If yes, please give details on a separate sheet and attach it to this form in a sealed 

envelope marked ‘Confidential Disclosure’. 

Have you ever had any involvement with children’s services?  Yes/No 

If yes, please give details on a separate sheet and attach it to this form in a sealed 

envelope marked ‘Confidential Disclosure’. 

I confirm that I am eligible to work in the UK 

Name: _____________________________________ 

Signed: ____________________________________  

Date: ___________________________ 



Appendix 3 

Staff Suitability Declaration

This form is to be completed by new staff and volunteers who are covered by the Childcare (Disqualification) 

and Childcare (Early Years Provision Free of Charge) (Extended Entitlement) (Amendment) Regulations 

2018 before commencement of employment and on an annual basis at the commencement of the autumn 

term. 

Name of employee/volunteer: ……………………………………………………………... 

Job title:  ……………………………………………………………………………………… 

Name of Headteacher:  ………………………………………………………………………. 

Please answer the questions and sign the declaration below to certify that you have, to the best of your 

knowledge, provided accurate and up to date information in respect of the Childcare (Early Years Provision 

Free of Charge) (Extended Entitlement) (Amendment) Regulations 2018, which relate to working with 

children from birth to children under the age of eight. Provision of any false information will be treated 

seriously, in line with disciplinary procedures, and could lead to dismissal. 

Please read the DfE Disqualification under the Childcare Act 2006 Statutory guidance for local authorities, 

maintained schools, independent schools, academies and free schools which accompanies this declaration 

form.  If there are any aspects of the declaration which you are unsure about, or if you have any 

questions or need assistance, please let your Headteacher, or the recruiting manager if you are a job 

applicant, know immediately. 

Please circle yes or no against each bullet point below: 

Questions relating to you (you are exempt from the Rehabilitation of 

Offenders Act and must disclose spent cautions and convictions relating to 

those listed below): 

Are you disqualified from caring for children? For example: 

• Have you been cautioned (on or after 6 April 2007) or convicted (at any

time) of any offences against a child?

• Have you been cautioned (on or after 6 April 2007) or convicted (at any

time) of any violent or sexual offences against an adult?

• Have you been barred from working with children by the Disclosure and

Barring Service (DBS)?

• Have you been subject to any order relating to the care of children?

• Have you been refused registration or had registration cancelled in relation

to childcare or a children’s home or have you been disqualified from private

fostering?

• Have you been found to have committed an offence overseas which would

constitute an offence regarding disqualification under the 2009 Regulations

YES/NO 

YES/NO 

YES/NO 

YES/NO 

YES/NO 

YES/NO 



if it had been done in any part of the United Kingdom ? 

• Have you been found not guilty of a relevant offence by reason of insanity

or disability? YES/NO 

If you have answered YES to any of the questions above, please provide further information below: 

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

………………………………………………………………………………………………………… 

What the information you have provided will be used for: 

• The information will be used solely for the purpose of complying with the Childcare

(Disqualification) and Childcare (Early Years Provision Free of Charge) (Extended Entitlement)

(Amendment) Regulations 2018 before commencement of employment and on an annual basis

as a minimum and obligations under the Childcare Act 2006 in schools.

• This will be held confidentially on the personal file of the employee who has completed this

form and only shared with Ofsted if a Waiver application is required.

• Any information provided which is not relevant to the Childcare (Disqualification) and Childcare

(Early Years Provision Free of Charge) (Extended Entitlement) (Amendment) Regulations

2018, before commencement of employment and on an annual basis as a minimum, and to

obligations under the Childcare Act 2006 in schools or which contains more detail than

necessary for the purpose of complying with the Regulations will be destroyed in a confidential

manner.

I confirm that the information that I have provided on this form is true and accurate, to the best of my 

knowledge. 

I understand my responsibility to safeguard children and am aware that I must notify the Headteacher of 

anything that may affect my suitability to work with children. 

I will ensure I notify the Headteacher immediately of any changes to my situation. 

I give permission for you to contact any previous settings, local authority staff, the police, the DBS, or any 

medical professionals, to share information about my suitability to care for children. 

I have read and understand the DfE Disqualification under the Childcare Act 2006 Statutory guidance for 

local authorities, maintained schools, independent schools, academies and free schools. 

Signed………………………………… Date…………………………………… 

(Name in block capitals)………………………………………………………….. 

Headteacher (signature)…………………………………….. Date………………………………… 

(Name in block capitals)…………………………………….... 



Headteacher – please record follow-on action taken, where relevant 

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………

………………………………………………………………………………………………………………… 

Signed………………………………………………………………….   Headteacher 

Date action taken…………………………………………………………. 

Note to Office: Please destroy previously completed declaration and replace with the current declaration. 

Any uncertainty around disqualification should be queried with Ofsted. 
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school will need to see the waiver letter before they can allow the person to return 

to their previous role. 

34. In the event that a waiver is not granted, or is partially granted, there will be

implications for the continued employment of the person concerned, which may

ultimately result in dismissal.  If a waiver is not granted, the school should contact

their HR provider immediately.

Staff suitability declaration form – recruitment process 

35. All shortlisted candidates for posts covered by the regulations, as outlined in this

guidance, will be required to complete a declaration form as part of the pre-

employment process.  For those schools who purchase services from the Local

Authority, this is part of the pre-employment checks during the recruitment process

for schools.  Other schools will need to take appropriate steps to implement an

appropriate process themselves.

External agency workers in schools 

36. Schools must ensure that any external agency providing staff in relevant settings

carry out these checks prior to placing them in the school by asking the agency

concerned to confirm that such checks have been undertaken.

Consultation with Trade Unions 

37. Local trade unions have been advised of the approach the Local Authority is

recommending to schools and have been provided with a copy of this guidance.

Further information and contact details 

38. If you require further advice or support around disqualification from working with

children please contact the LADO Team on 01942 486034 or your school HR

representative, via your nominated school link, or on 01942 404030.

You may contact the DfE with specific queries regarding disqualification

requirements by emailing them at: mailbox.disqualification@education.gov.uk

The general enquires number for Ofsted is 0300 123 1231.

Confidential advice and support on a range of issues is available to employees from the

Employee Assistance Programme (EAP).  This is a free service and is available 24 hours a day,

seven days a week. To access the service in the strictest confidence please following the

link https://educationmutual.co.uk/request-help.html

The Education Support Partnership (formerly the Teacher Support Network

https://www.educationsupportpartnership.org.uk/ is available for support and

guidance on a wide range of issues; this service is a free service, available 24 hours a

day, seven days a week, 365 days a year.

mailto:mailbox.disqualification@education.gov.uk
https://educationmutual.co.uk/request-help.html
https://www.educationsupportpartnership.org.uk/


You can contact them by telephone on 08000 562 561 or text them on 07909 341 

229 and they will call you back within an hour.  Alternatively, you can email them at: 

support@edsupport.org.uk 

mailto:support@edsupport.org.uk

