
BRANSTON PRE-SCHOOL CENTRE 

 

DBS POLICY 

 

Branston Pre-School complies fully with the DBS and any other relevant 
legislation, regarding the correct handling, use, storage, retention and disposal 
of Disclosures and Disclosure information.   
All members of staff are required to have an enhanced DBS check carried out 
within their probationary period.     
Any adult that does not have a DBS clearance will not have unsupervised access 
to the children in the setting.  
 
A record is made of when the checks are requested from our provider 
(CAPITA) and regularly chased until a DBS disclosure is received back.  This 
period is usually 4 to 6 weeks. 
 DBS disclosures would never normally be kept for longer than six months; the 
only exception to this would be if a member of staff challenged the reply 
received back. In the usual course of events on receipt of the DBS disclosure 
the date of issue, staff member’s name, the unique reference number and 
recruitment decision is logged and the disclosure is shredded immediately. If a 
disclosure is revealed then this will be discussed with the staff member and 
referred to the Registered Provider. This information is stored in pre-school in 
a locked filing cabinet. 

 
 The Manager is the person authorised by CAPITA to check DBS request forms 
and the identification provided. The Manager is the nominated person to verify 
ID for completion of DBS applications via CAPITA for Ofsted. 
  
Every year, in September, all staff are required to sign a form stating that 
nothing has happened in the previous twelve months which would stop them from 
receiving a satisfactory DBS check or from working with children. A check will 
be made via the update system to confirm. Staff and committee are also 
advised re Disqualification by Association and are required to confirm that they 
are not compromised in this respect at each declaration in line with 
Safeguarding Vulnerable Groups Act (2006). An additional check will be made 
via the update system to form part of the staff supervisions. 



Members of the Committee are also required to have a DBS check carried out 
but this is carried out directly by CAPITA for OFSTED.  Applications must be 
made immediately upon being voted on to the committee (usually at the 
AGM).  The 'nominated person' (usually the Pre-School Manager) is authorised 
to check DBS request forms and the identification provided before it is sent to 
CAPITA for OFSTED.  The suitability letter is received by the Nominated 
Person and the disclosure number is logged immediately upon receipt from 
OFSTED and once the nominated person has had sight of the original disclosure. 
Members of the committee are also required to complete a declaration annually, 
immediately after each AGM, stating that nothing has changed which would 
warrant a further DBS check. These are held securely in the setting. Committee 
members will not be privy to any information about children in the setting until 
their DBS is cleared. 
 
 
 
 










