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SAFER RECRUITMENT AT DUBAI COLLEGE  
(including Disclosure and Barring Service Secure Handling Policy) 

 
As a British School Overseas, a COBIS member and an organisation which champions best practice 

we use the Safer Recruitment guidance as outlined in the latest version of the DfE document Keeping 

Children Safe in Education. The most recent edition was published in September 2016. 

We recognise that it is vital for schools to create a culture of safe recruitment and, as part of that, 

adopt recruitment procedures that help deter, reject or identify people who might abuse children and 

where possible we follow this guidance to the letter.  

DISCLOSURE AND BARRING SERVICE 

The level of DBS certificate required, and whether a prohibition check is required, will depend on the 

role and duties of an applicant to work in a school or college, as outlined in this guidance.  It is not 

intended that parent volunteers helping with costumes for school plays or helping a child lace up 

football boots will be checked. 

For most appointments, an enhanced DBS certificate, which includes barred list information, will be 

required as the majority of staff will be engaging in regulated activity. In summary, a person will be 

considered to be engaging in regulated activity if as a result of their work they:   

• will be responsible, on a regular basis in a school or college, for teaching, training instructing, caring 

for or supervising children; or  

• will carry out paid, or unsupervised unpaid, work regularly in a school or college where that work 

provides an opportunity for contact with children; 31 or   

• engage in intimate or personal care or overnight activity, even if this happens only once.   

For all other staff who have an opportunity for regular contact with children who are not engaging in 

regulated activity, an enhanced DBS certificate, which does not include a barred list check, will be 

appropriate. This would include contractors that would have the opportunity for contact with children 

and who work under a temporary or occasional contract. Within the context of the UAE, however, a 

local police check will be used when an enhanced DBS check is not possible. 

In addition to obtaining the DBS certificate described, anyone who is appointed to carry out teaching 

work will require an additional check to ensure they are not prohibited from teaching. 

Where possible Dubai College will also check that a person to be appointed is not subject to an interim 

prohibition order or a prohibition order.  

Regulated activity includes:  

a) teaching, training, instructing, caring for (see (c) below) or supervising children if the person is 

unsupervised, or providing advice or guidance on well-being, or driving a vehicle only for children   

b) work for a limited range of establishments (known as ‘specified places’, which include schools and 

colleges), with the opportunity for contact with children, but not including work done by supervised 

volunteers; Work under (a) or (b) is regulated activity only if done regularly. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550511/Keeping_children_safe_in_education.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/550511/Keeping_children_safe_in_education.pdf


Some activities are always regulated activities, regardless of their frequency or whether they are 

supervised or not. This includes: c) relevant personal care, or health care provided by or provided 

under the supervision of a health care professional:  

 personal care includes helping a child, for reasons of age, illness or disability, with eating or 

drinking, or in connection with toileting, washing, bathing and dressing; 

 health care means care for children provided by, or under the direction or supervision of, a 

regulated health care professional.  

Types of check  

The DBS is responsible for administering three types of checks (see Annex E for more information):   

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

reprimands and warnings;  

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

that is considered relevant by the police; and   

 Enhanced, which will automatically include 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.  

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 applicant will then show the original DBS certificate to 

Dubai College before they take up post or as soon as practicable afterwards.   

When Dubai College allows an individual to start work in regulated activity before the DBS certificate 

is available, then we will ensure that the individual is appropriately supervised and that all other 

checks, including a separate barred list check, have been completed.  

For staff who work in childcare provision or who are directly concerned with the management of such 

provision, Dubai College will ensure that appropriate checks are carried out to ensure that individuals 

are not disqualified under the Childcare (Disqualification) Regulations 2009.  

A person who is prohibited from teaching must not be appointed to work as a teacher in such a setting. 

Where possible Dubai College will check on any prohibition using the Employer Access Online Service.  

Pre-appointment checks  

Any offer of appointment made to a successful candidate, including one who has lived or worked 

abroad, will be conditional on satisfactory completion of the necessary pre-employment checks.  

Dubai College will: 

 verify a candidate’s identity using the identification checking guidelines found on the GOV.UK 

website or via methods most appropriate to the UAE; 

 obtain a certificate for an enhanced DBS check which will include barred list information, for 

those who will be engaging in regulated activity, or the most appropriate local or international 

alternative such as a local police check in Dubai;  

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

the DBS certificate is available;  

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

 ask the job applicant relevant questions about disability and health in order to establish 

whether they have the physical and mental capacity for the specific role;  

 verify professional qualifications, as appropriate.  



Where possible we will also use use the Teacher Services’ system to ensure that a candidate to be 

employed as a teacher is not subject to a prohibition order issued by the Secretary of State.  

 

Where an enhanced DBS certificate is required, it will be obtained from the candidate before, or as 

soon as practicable after, the person’s appointment.   

 

While there is no requirement Dubai College will still obtain an enhanced DBS certificate or carry out 

checks for events that may have occurred outside the UK if, in the three months prior to their 

appointment, the applicant has worked:  

 in a school in England in a post which brought them into regular contact with children or 

young persons in any post in a school since 12 May 2006; or  

 in an institution within the further education sector in England or in a 16-19 Academy, in a 

post which involved the provision of education which brought the person regularly into contact 

with children or young persons 

All other pre-appointment checks must still be completed, including where the individual is engaging 

in regulated activity, a barred list check. Schools or colleges may also choose to request an enhanced 

DBS certificate should they wish to do so.  

 

The DBS cannot provide barred list information on any person, including volunteers, who are not in 

or seeking to enter in regulated activity.  

 
DBS Update Service 

As a College we are aware that we can use the DBS Update Service if we:  

(a) obtain consent from the applicant to do so;  

(b) confirm the certificate matches the individual’s identity; and   

(c) examine the original certificate to ensure that it is for the appropriate workforce and level of 

check, e.g. enhanced certificate/enhanced including barred list information.  

Employment history and references  

Dubai College always asks for written information about previous employment history and check that 

information is not contradictory or incomplete. References are sought on all short-listed candidates, 

including internal ones, before interview, so that any issues of concern they raise can be explored 

further with the referee, and taken up with the candidate at interview.  

The purpose of seeking references is to obtain objective and factual information to support 

appointment decisions. References are always obtained, scrutinised and any concerns resolved 

satisfactorily, before the appointment is confirmed. They are always requested directly from the 

referee and we do not rely on open references, for example in the form of ‘to whom it may concern’ 

testimonials. If a candidate for a teaching post is not currently employed as a teacher, we also check 

with the school, college or local authority at which they were most recently employed, to confirm 

details of their employment and their reasons for leaving.  

On receipt, references are checked to ensure that all specific questions have been answered 

satisfactorily. The referee is contacted to provide further clarification as appropriate: for example if 

the answers are vague. They are also compared for consistency with the information provided by the 

candidate on their application form. Any discrepancies are taken up with the candidate.  

Any information about past disciplinary action or allegations are considered carefully when assessing 

the applicant’s suitability for the post (including information obtained from the Employer Access 

Online checks referred to previously). 



Flowchart Detailing Use of the UK Disclosure and Barring Service 

   

 

 

 



Single central record 

Dubai College keeps a single central record, referred to in the regulations (described in the following 

paragraph) as the register. The single central record covers all staff (including supply staff, and teacher 

trainees on salaried routes) who work at the school and all members of the governing body.  

The information that is recorded in respect of staff members is whether the following checks have 

been carried out or certificates obtained, and the date on which each check was completed/certificate 

obtained:  

 an identity check 

 a barred list check 

 an enhanced DBS check/certificate 

 a prohibition from teaching check 

 further checks on people living or working outside the UK or the UAE 

 a check of professional qualifications 

 a check to establish the person’s right to work in the UAE.  

For supply staff, Dubai College also include whether written confirmation that the employment 

business supplying the member of supply staff has carried out the relevant checks and obtained the 

appropriate certificates, whether any enhanced DBS check certificate has been provided in respect of 

the member of supply staff, and the date that confirmation was received.  

Where checks are carried out on volunteers, we also record this on the single central record.  

While we do not have to keep copies of DBS certificates in order to fulfil the duty of maintaining the 

single central record we choose to retain a copy sometimes for longer than the six months required 

under the Data Protection Act in the UK.  

Individuals who have lived or worked outside the UK  

Individuals who have lived or worked outside the UK must undergo the same checks as all other staff 

in Dubai College. In addition, we make further checks we think appropriate so that any relevant events 

that occurred outside the UK can be considered. This mainly involves a local police check in the UAE.  

Agency and third-party staff  

Where possible Dubai College obtains written notification from any agency, or third-party 

organisation we use that the organisation has carried out the checks (in respect of the enhanced DBS 

certificate that written notification has been received that confirms the certificate has been obtained 

by either the employment business or another such business), on an individual who will be working 

at Dubai College that we would otherwise perform.  

Where the position requires a barred list check this must be obtained, by the agency or third-party 

prior to appointing that individual. The school must also check that the person presenting themselves 

for work is the same person on whom the checks have been made.  

Trainee/student teachers  

Where applicants for initial teacher training are salaried by the school or college, the school or 

college must ensure that all necessary checks are carried out. As trainee teachers are likely to be 

engaging in regulated activity, an enhanced DBS certificate (including and barred list information) 

must be obtained.   

 



Existing staff 

If we have concerns about an existing staff member’s suitability to work with children, we will carry 

out all relevant checks as if the person were a new member of staff. Similarly, if a person working at 

the school moves from a post that was not regulated activity, into work which is regulated activity, the 

relevant checks for the regulated activity are carried out. Apart from these circumstances, the school 

or college is not required to request a DBS check or barred list check.  

We also recognise that we have a legal duty to refer to the DBS anyone who has harmed, or poses a 

risk of harm, to a child or vulnerable adult; where the harm test is satisfied in respect of that 

individual; where the individual has received a caution or conviction for a relevant offence, or if there 

is reason to believe that individual has committed a listed relevant offence; and that individual has 

been removed from working (paid or unpaid) in regulated activity, or would have been removed had 

they not left. 

Referrals will be made as soon as possible after the resignation or removal of the individual.  

Where Dubai College or an agency dismisses or ceases to use the services of a teacher because of 

serious misconduct, or might have dismissed them or ceased to use their services had they not left 

first, we consider whether to refer the case to the Secretary of State, as required by sections 141D and 

141E of the Education Act 2002.  

Volunteers  

Under no circumstances is a volunteer in respect of whom no checks have been obtained be left 

unsupervised or allowed to work in regulated activity.  

We understand that volunteers who on an unsupervised basis teach or look after children regularly, 

or provide personal care on a one-off basis at Dubai College will be in regulated activity. We will obtain 

an enhanced DBS certificate (which should include barred list information) for all volunteers who are 

new to working in regulated activity. Existing volunteers in regulated activity will not be re-checked if 

they have already had a DBS check (which includes barred list information). However, we may 

conduct a repeat DBS check (which should include barred list information) on any such volunteer if 

we have concerns.  

We will undertake a risk assessment and use our professional judgement and experience when 

deciding whether to seek an enhanced DBS check for any volunteer not engaging in regulated activity. 

In doing so we will consider:   

 the nature of the work with children;  

 what the establishment knows about the volunteer, including formal or informal information 

offered by staff, parents and other volunteers;   

 whether the volunteer has other employment or undertakes voluntary activities where referees 

can advise on suitability;  

 whether the role is eligible for an enhanced DBS check.  

School governors  

Governors who are volunteers are treated on the same basis as other volunteers, that is, an enhanced 

DBS check (which will include a barred list check) should only be requested if the governor will be 

engaging in regulated activity. Governing bodies can request an enhanced DBS check without a barred 

list check on an individual as part of the appointment process for governors.  

 

 



Contractors  

Where possible Dubai College will ensure that any contractor, or any employee of the contractor, who 

is to work at the school has been subject to the appropriate level of DBS check or local police checks. 

Contractors engaging in regulated activity will require an enhanced DBS certificate (including barred 

list information) or local police checks. For all other contractors who are not engaging in regulated 

activity, but whose work provides them with an opportunity for regular contact with children, an 

enhanced DBS check (not including barred list information) will be required or a local police check.  

Under no circumstances should a contractor in respect of whom no checks have been obtained be 

allowed to work unsupervised, or engage in regulated activity. We are responsible for determining the 

appropriate level of supervision depending on the circumstances.   

Dubai College will always check the identity of contractors and their staff on arrival at the school or 

college.  

Visitors  

Dubai College does not have the power to request DBS checks and barred list checks, or ask to see 

DBS certificates, for visitors (for example children’s’ relatives or other visitors attending a sports day). 

The Headmaster will use his professional judgment about the need to escort or supervise visitors.  

Adults who supervise children on work experience 

When Dubai College organises work experience placements, for example in the Sixth Form, we will 

ensure that policies and procedures are in place to protect children from harm. However, we are not 

able to request an enhanced DBS check with barred list information for staff supervising children aged 

16 to 17 on work experience.  

If the activity undertaken by the child on work experience takes place in a ‘specified place’, such as 

Dubai College, and gives the opportunity for contact with children, this may itself be considered to be 

regulated activity. In these cases and where the child is 16 years of age or over, the work experience 

provider should consider whether a DBS enhanced check should be requested for the child/young 

person in question. DBS checks cannot be requested for children/young people under the age of 16. 

Children staying with host families  

Dubai College quite often makes arrangements for their children to have learning experiences where, 

for short periods, the children may be provided with care and accommodation by a host family to 

which they are not related. This might happen, for example, but not only, as part of a foreign exchange 

visit or sports tour. Such arrangements could amount to “private fostering” under the Children Act 

1989 or the Safeguarding Vulnerable Groups Act 2006, or both.  

 

 

 

 

 

 



DISCLOSURE AND BARRING SERVICE SECURE HANDLING 

POLICY 

General principles 

As an organisation we use the Disclosure and Barring Service (DBS) to help assess the suitability of 

applicants for positions of trust, Dubai College complies fully with the DBS Code of Practice regarding 

the correct handling, use, storage, retention and disposal of Disclosures and Disclosure information. 

It also complies fully with its obligations under the Data Protection Act 1998 and other relevant 

legislation pertaining to the safe handling, use, storage, retention and disposal of Disclosure 

information and has a written policy on these matters, which is available to those who wish to see it 

on request. 

Storage and access 

Disclosure information is kept securely, in lockable storage containers within an inner lockable office 

with access strictly controlled and limited to those who are entitled to see it as part of their duties. 

Handling 

In accordance with section 124 of the Police Act 1997, Disclosure information is only passed to those 

who are authorised to receive it in the course of their duties, this is the lead signatory or relevant 

counter signatory.  We maintain a record of all those to whom Disclosures or Disclosure information 

has been revealed and it is a criminal offence to pass this information to anyone who is not entitled to 

receive it. 

Usage 

Disclosure information is only used for the specific purpose for which it was requested and for which 

the applicant’s full consent has been given. 

Retention 

Once a recruitment (or other relevant) decision has been made, we do not keep Disclosure information 

for any longer than is necessary.  Disclosure information is destroyed as soon as a decision has been 

made unless there are specific reasons as to why this should not be the case.  In any event disclosure 

information is not kept for any longer than six months. If, in very exceptional circumstances, it is 

considered necessary to keep Disclosure information for longer than six months, we will consult the 

DBS about this and will give full consideration to the data protection and human rights of the 

individual before doing so. Throughout this time, the usual conditions regarding the safe storage and 

strictly controlled access will prevail. 

Disposal 

Once the retention period has elapsed, we will ensure that any Disclosure information is immediately 

destroyed by secure means, i.e. burning.  While awaiting destruction, Disclosure information will not 

be kept in any insecure receptacle (e.g. waste bin or confidential waste sack). We will not keep any 

photocopy or other image of the Disclosure or any copy or representation of the contents of a 

Disclosure. However, notwithstanding the above, we keep a record of the date of issue of a Disclosure, 

the name of the subject, the type of Disclosure requested, the position for which the Disclosure was 

requested, the unique reference number of the Disclosure and the details of the recruitment decision 

taken. 

 

 



Employment of Ex-Offenders  

Policy Statement 

As an organisation using the Disclosure and Barring Service (DBS) to assess applicants’ suitability for 

positions of trust, Dubai College complies fully with the DBS Code of Practice and undertakes to treat 

all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a 

Disclosure on the basis of a conviction or other information revealed.  Dubai College is committed to 

the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, 

sexual orientation, responsibilities for dependants, age, physical/mental disability or offending 

background. 

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. 

As a provider of secondary education Disclosure is requested for successful applicants within the 

college. For all positions within the College it is made clear that a Disclosure will be requested in the 

event of the individual being offered the position. 

Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for 

interview to provide details of their criminal record at an early stage in the application process.  We 

request that potential candidates inform the College on their application (addressed ‘Strictly 

Confidential’ The Headmaster who is Lead Signatory) if they have any criminal convictions. 

Unless the nature of the position allows Dubai College to ask questions about your entire criminal 

record, we only ask about ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 1974.  

At interview, or in a separate discussion, we ensure that an open and measured discussion takes place 

on the subject of any offences or other matter that might be relevant to the position. Failure to reveal 

information that is directly relevant to the position sought could lead to withdrawal of an offer of 

employment. 

We make every subject of a DBS Disclosure aware of the existence of the DBS Code of Practice and 

make a copy available on request. We undertake to discuss any matter revealed in a Disclosure with 

the person seeking the position before withdrawing a conditional offer of employment. 

Having a criminal record will not necessarily bar you from working with us.  This will depend on the 

nature of the position and the circumstances and background of your offences. 

Policy Details 

Version date October 2016 

Last review December 2015 

Next review October 2017 
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