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Recruiting manager to identify whether DBS Check is 

required for role and at what level. Ensure job description  

and/or job advert state the requirements for DBS checks. 

 
Applicant completes the Self-Disclosure Form and 

declares any previous convictions. 

 

Selection process takes place and decision made. 

Recruiting manager to ensure all pre-employment checks 

are carried out and that they are satisfied with the identity 

of the applicant. 

 
A conditional offer 

can be made. 

 

 

A DBS application 

will need to be 

completed 

ID Verifier to ensure all identification 

documents received from applicant are 

originals, appropriate and relevant to 

verify identity.  

 

Once checked, the form will be 

submitted to the DBS by the recruiting 

manager/appointed officer. 

 

DBS to send a disclosure certificate  to 

the applicant which allows the applicant 

to challenge any disclosures before 

being seen by the School.   

 

Authorised Officer to receive DBS 

disclosure certificate from applicant, to 

check content, and authorise that they 

have seen the original and ensure the 

recruiting manager is aware of any 

disclosures on the certificate.   

 

Is there a 

disclosure on 

the form? 

 

Recruiting manager can go ahead with 

appointment subject to other recruitment 

checks.1 

Does 

applicant 

subscribe to 

online DBS 

ate Service? 

 

As long as applicant gives 

Trust written permission to 

access this, no DBS check is 

required.  

However appointment will 

still be subject to other 

recruitment checks. 

 

Is the 

applicant an 

internal 

candidate? 

Where an internal applicant has 

an existing DBS check, as long 

as the level of check is suitable 

for the appropriate workforce 

no new submission would be 

required.   
However appointment will still 

be subject to other recruitment 

checks where applicable. 

 

The certificate 

indicates that the 

applicant is barred 

from working with 

children. (Where a 

check for regulated 

activity has been 

carried out) 

Offer of 

employment to be 

withdrawn. Seek 

advice from HR. 

The certificate 

discloses information 

regarding the 

applicant, which does 

not relate to the 

Barred List. 

The recruiting 

manager will need 

to carry out a Risk 

Assessment to 

assess the level of 

risk 

Is recruiting 

manager 

satisfied with 

outcome? 

 1Where an applicant starts employment prior to a DBS disclosure certificate being issued, a Barred List Check must have been completed and  it must be 

guaranteed that they are accompanied at all times until the content of the DBS disclosure certificate has been seen by the recruiting manager. 


