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The Hawthorns Educational Trust Limited (“the School”) will refer to the Department for Education (“DfE”) 
document ‘Keeping Children Safe in Education’ and any amended version in carrying out the necessary 
required Disclosure and Barring Service (DBS) checks.   
 
Due to the nature of the work, the School applies for an enhanced disclosure from the DBS in respect of all 
staff members prior to the commencement of their employment.  An enhanced disclosure may also apply 
to some governors and volunteers if their attendance at the School is in a “regulated activity”. 
 
Upon appointment, those working with children are exempt from provisions of the Rehabilitation of 
Offenders Act 1974 (Exceptions) Order 1975.  As an education provider, the School deems all roles to 
involve working with children and, therefore, the School requires candidates to provide full details of any 
convictions and cautions, including those which would otherwise be considered “spent” by virtue of the 
said Act.  This does not include “protected convictions” and “protected cautions” as defined below. 
 
Prior to 29 May 2013, an enhanced disclosure contained details of all convictions on record (including 
those which are defined as “spent” under the Rehabilitation of Offenders Act 1974), together with details 
of any cautions, reprimands or warnings held on the Police National Computer.  It could also contain non-
conviction information from local police records which a chief police officer considered relevant to the role 
applied for at the School. 

 
As of 29 May 2013, the DBS commenced the filtering and removal of certain specified information relating 
to old and minor criminal offences from all criminal records disclosures.  The DBS and the Home Office 
have developed a set of filtering rules relating to spent convictions which work as follows: 
 
For those aged 18 or over at the time of an offence 
 
An adult conviction will be removed from a DBS disclosure if: 
 

 eleven years have elapsed since the date of conviction; 

 it is the person’s only offence; and 

 it did not result in a custodial sentence. 
 
It will not be removed under any circumstances if it appears on a list of “specified offences” which must 
always be disclosed.  If a person has more than one offence on their criminal record, the details of all their 
convictions will always be included.   
 
A caution received when a person was aged 18 or over will not be disclosed if six years have elapsed since 
the date it was issued, and if it does not appear on the list of “specified offences”. 
For those aged under 18 or over at the time of an offence 
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A conviction will be removed from a DBS disclosure if: 
 

 five and a half years have elapsed since the date of conviction; 

 it is the person’s only offence; and 

 it did not result in a custodial sentence. 
 

Again, the conviction will not be removed under any circumstances if it appears on the list of “specified 
offences”, or if the person has more than one offence on their criminal record. 
 
A caution received when a person was aged under 18 will not be disclosed if two years have elapsed since 
the date it was issued, and if it does not appear on the list of “specified offences”. 

 
The list of “specified offences” which must always be disclosed 
 
This contains a large number of offences, which includes certain sexual, violent and other offences that are 
considered so serious they will always be disclosed, regardless of when they took place or of the person’s 
previous or subsequent criminal record.  The list of “specified offences” can be found at: 
 
https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-
criminal-record-check 

 
The School complies fully with the DBS Code of Practice and undertakes to treat all applicants for positions 
fairly.  We actively promote equality of opportunity for all with the right mix of talent, skills and potential 
and welcome applications from a wide range of candidates, including those with criminal records.  We 
select all candidates for interview based on their skills, qualifications and experience.  However, the School 
reserves the right to withdraw any offer of employment where a candidate has convictions inconsistent 
with their appointment. 
 
Regulated Activity 
 
The School applies for an enhanced disclosure from the DBS and a check of the Children’s Barred List (now 
known as an Enhanced Check for Regulated Activity) in respect of all positions at the School which amount 
to “regulated activity” as defined in the Safeguarding Vulnerable Groups Act 2006 (as amended).  The 
purpose of carrying out an Enhanced Check for Regulated Activity is to identify whether an applicant is 
barred from working with children by inclusion on the Children’s Barred List maintained by the DBS.  Any 
position undertaken at, or on behalf of, the School (whether paid or unpaid), will amount to “regulated 
activity” if it is carried out: 
 

 frequently, meaning once a week or more; or 

 overnight, meaning between 2.00am and 6.00am; or 

 satisfies the “period condition”, meaning four times or more in a 30 day period; and 

 provides the opportunity for contact with children. 
 
The definition will cover nearly all posts at the School.  It is for the School to decide whether the role 
amounts to “regulated activity” taking into account all the relevant circumstances. 
 
 
 
 

https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check
https://www.gov.uk/government/publications/dbs-list-of-offences-that-will-never-be-filtered-from-a-criminal-record-check
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If a Disclosure is delayed 
 
If there is a delay in receiving a DBS disclosure, the Head has discretion to allow an individual to begin 
work, under controlled conditions, pending receipt of the disclosure.  This will only be allowed if there is a 
strong operational reason and all other checks, including a clear check of the Children’s Barred List (where 
the position amounts to regulated activity), have been completed and once appropriate supervision has 
been put in place.  In these circumstances, a risk assessment (‘Letter of Dispensation’) will be put in place, 
which will be reviewed on a weekly basis by the Head and Bursar until DBS clearance is received.   
 
Overseas Criminal Checks 
 
If the DBS disclosure is not considered sufficient to establish suitability to work in a school (because it 
would not cover offences committed abroad, but only those on the Police National Computer), the School 
will obtain evidence of checking from the person’s country of origin and criminal/Police records 
information will be sought for all other countries in which the candidate has lived and/or worked in for a 
period of 3 months or more in the last 10 years.  In the event that criminal/Police records are not 
available or forthcoming from a country, certificates of good conduct (where available), along with full 
employment references may be an acceptable alternative from those countries.  Where an applicant has 
worked in a school in the UK since moving from overseas, the standard checks will be made. 
 
DBS Update Service 
 
DBS disclosures from previous employers are not transferrable and are only accepted if the holder has 
subscribed to the DBS ‘Update Service’.  In these cases, the original DBS clearance certificate must be 
shown to the HR department in order for a DBS Update Service check to be carried out.   
 
Where a pre-existing DBS check without barring information is accepted from a candidate who has 
subscribed to the DBS Update Service, the School will undertake a separate Barred List check. 
 
Further details of the DBS Update Service can be found at:   https://www.gov.uk/dbs-update-service 
 
Break in Service 
 
Anyone who has not worked for the School for a period of three months or more is required to undergo a 
new enhanced DBS Disclosure (or Update Service Check).  There is no requirement to automatically renew 
a DBS Disclosure every three years, unless there has been a break in service, or there is a cause for 
concern.   
 
Agency Staff and Contractors 
 
Agency Staff (including Supply Teachers) and Contractors must provide a valid DBS disclosure from their 
agency before commencing work and are also required to produce photographic i/d on their first day. 
 
Those who do not require DBS checks 
 
It is not necessary to undertake vetting checks on: visitors to the Head/other staff or those who have only 
brief contact with the children in the presence of a teacher; visitors carrying out repairs or servicing 
equipment; pupils under 16 on work experience or similar; and those on the School site when pupils are 
not present.  Individuals returning from maternity leave, sabbaticals or similar, where continuity of 
employment is maintained do not need to be checked as new employees. 

 

https://www.gov.uk/dbs-update-service
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Secure Storage, Handling, Use, Retention & Disposal of Disclosures & Disclosure Information 
 
The Hawthorns School complies fully with the DBS Code of Practice and General Data Protection 
Regulations and Data Protection Act 2018 regarding the correct handling, use, storage, retention and 
disposal of disclosure information.  
 
 
 
 
 
 


