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Blue Cabin DBS Policy

You are required to complete a DBS application for your work with Blue Cabin. Blue Cabin
will decide on alevel of check appropriate to your role and inform you of our decision. Blue
Cabin will cover the cost of the initial DBS check, butitis up to the individual if they would

like to pay forthe DBS update service.

The DBS update service allows holders of standard or enhanced DBS certificates to keep
their check up to date and portable betweenroles. Registration must be completed within
30 days of the certificate beingissued and costs £16 peryear (free for volunteers). With the
individual’s consent, employers can carry out an online status check to see if any new
information has been added. Membership must be renewed annually, and the service only
applies to the same level and type of DBS check.

Below is an overview of the level of DBS checks we carry out, specific torole type.

Level of DBS Check Specific roles

Standard only available for certain roles listed in the
Rehabilitation of Offenders Act 1974
(Exceptions Order 1975) and the Police
Act 1997.

Enhanced For roles involving close contact with
children or adults at risk.

Workforce Specific Blue Cabinroles

Child Workforce Work with children under 18 only
Adult Workforce Work with adults over18 only
Child and Adult Workforce Work with Children and Adults
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Specific Blue Cabinroles

Level of check and workforce

Safeguarding Leads (Employee)

Enhanced - child and adult workforce

Director (Employee)

Enhanced - child and adult workforce

Senior Ops Lead (Employee)

Enhanced - child and adult workforce

Strategy Lead (Employee)

Enhanced - child and adult workforce

Care experienced Consultants (Employee)

Standard - child and adult workforce

Project Managers (Freelancers)

Enhanced - child and adult workforce

Coordinator (Employee)

Enhanced - child and adult workforce

Administrator (Employee)

Enhanced - child workforce

Board of Trustees (Voluntary)

Enhanced - child and adult workforce

Creative Life Story Work Membership
Officer (Freelance)

Enhanced - child and adult workforce

Associate Artists (Freelance)

Enhanced - child and adult workforce

Therapeutic Support (Freelance)

Enhanced - adult workforce

Podcast/ Film support (Freelance)

Enhanced - adult workforce

Administrative/ Producer Support
(Freelance)

Enhanced - child and adult workforce

Volunteers (Voluntary)

Enhanced - child workforce

1.1 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, Blue Cabin complies fully with the
code of practice regarding the correct handling, use, storage, retention and disposal of

certificates and certificate information.

The reasonwe use the scheme is because our work regularly involves working with care

experienced children and young people and adults at risk.
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1.2 Umbrella body

Anumbrellabody is aregistered body which countersign DBS applications and receives
certificate information on behalf of other employers orrecruiting organisations. The
umbrellabody acting on behalf of Blue Cabinis First Standard.

Blue Cabin and First Standard comply fully with their 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. Both parties have a written policy on these matters, whichis available to those
who wish to see it onrequest.

1.3 Storage and access

An electronic copy of the front page of your certificate will be kept securely on Blue
Cabin’s Google Drive, with access strictly controlled and limited to those who are entitled
to seeitas part of their duties. The other parts of the DBS check are destroyed after
checking.

From time to time we may receive requests from third parties (such as venues and local
authorities we are working in partnership with) to view DBS checks for staff members. If
thatis the case we will contact you to ask for your consent to share your DBS with them.

1.4 Handling

Inaccordance with section 124 of the Police Act 1997, certificate informationis only passed
to those who are authorised toreceive it in the course of their duties. We maintain arecord
of allthose to whom certificates or certificate information has beenrevealed anditis a
criminal offence to pass thisinformation to anyone who is not entitled to receiveit.

To note: organisations which are inspected by the Care Quality Commission (CQC) or
Ofsted, and those establishments which are inspected by the Care and Social Services
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Inspectorate for Wales (CSSIW) may be legally entitled to retain the certificate for the
purposes of inspection.

In addition, organisations that require retention of certificates in order to demonstrate
‘saferrecruitment’ practice for the purpose of safeguarding audits may be legally entitled
toretain the certificate. This practice will need to be compliant with the Data Protection
Act, Human Rights Act, General Data Protection Regulation (GDPR), and incorporated
within the individual organisation’s policy on the correct handling and safekeeping of DBS
certificate information.

Commitment to Supportive Handling of Disclosures

The organisationis committed to ensuring that the handling of information arising from DBS
checksis fair, respectful, and supportive. We recognise that a criminal record does not
automatically prevent anindividual from working with us, and we actively seek toreduce
stigma associated with disclosures.

In practice, this means:

e Fair consideration - All applicants with positive disclosures will be assessed on their
individual merits, taking into account the relevance of the information to the specific
role.

e Confidentiality - Disclosures will be treated sensitively, shared only with those who
need to know for safeguarding or recruitment decision-making purposes, and
stored securely.

e Respectful communication - Applicants will be given the opportunity to explain the
context of any information disclosed and to provide evidence of rehabilitation or
change.

e Supportive approach - Where appropriate, reasonable steps will be taken to
enable applicants to succeedin theirrole, such as risk management plans,
supervision, ormentoring.

e Commitment to equality and inclusion - We will not unfairly discriminate against

individuals with past convictions and will comply fully with the Rehabilitation of
Offenders Act (as amended) and relevant safeguarding legislation.
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1.5 Usage

Certificate informationis only used for the specific purpose for which it was requested and
forwhich the applicant’s full consent has been given. This purpose is defined as “suitability
forhiring”.

1.6 Structured Risk Assessment of Positive
Disclosures

Where a Disclosure and Barring Service (DBS) checkreveals informationrelating to
cautions, convictions, reprimands, warnings, or other relevant information (“positive
disclosure”), a structuredrisk assessment will be undertaken before any decisionis made
regarding employment or continued engagement.

Therisk assessment will be conducted by [HR / Safeguarding Lead / Designated Manager]
and will be documented using the organisation’s risk assessment template. The following
factors will be considered:

e Nature of the offence - type of offence, its seriousness, and relevance to the role
appliedfor.

e Date of the offence - whetherit wasrecent orhistorical, and whetheritwas an
isolatedincident or part of a pattern.

e Age at the time of offence - whether the circumstances at the time might differ
significantly from the individual’s current situation.

e Rolerequirements - whetherthe offenceis directly relevant to duties such as
working with children, vulnerable adults, finances, or sensitive information.

e Circumstances - any explanations provided by the applicant, including evidence of
rehabilitation or mitigating factors.

e References and employment history - overall character and reliability based on
previous employment, references, and conduct since the disclosure.

Outcome:
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e Aclearrecord of the assessment and the decision will be kept, including the
rationale.

e Decisions will balance safeguarding responsibilities with fairness and rehabilitation
opportunities.

e Where appropriate, additional conditions may be applied (e.g. supervision,
restricted duties) as part of the risk management plan.

1.7 Retention

Once arecruitment (or otherrelevant) decision has been made, we do not keep certificate
information for any longer thanis necessary. This retention will allow for the consideration
andresolution of any disputes or complaints, or be for the purpose of completing
safeguarding audits.

Throughout this time, the usual conditions regarding the safe storage and strictly
controlled access will prevail. We will check the status of staff DBS certificates regularly
(usually quarterly) to see if any changes or updates to the previous certificate are required.
If a certificate is more than 2 years old we will arrange for a new check to take place (unless
the individual has signed up to the update service and gives their permission for us to check
it).

1.7 Disposal

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

We will not keep any photocopy or otherimage of the certificate orany copy or
representation of the contents of a certificate. However, notwithstanding the above, we
may keep arecord 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 certificates and the details of the recruitment decision taken.

If you have any DBS queries or concerns you can contact the DSO theirinformation can be
accessed on Blue Cabin’s Safe page.
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