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Guidance for Applicants required to use the Disclosure and Barring Service (DBS)  

 

What is the Disclosure and Barring Service? 

The Disclosure and Barring Service (DBS) is an executive agency of the Home Office 
government department. Its purpose is to help many different organisations in England and 
Wales make more informed recruitment decisions. The DBS does this by providing a service 
called Disclosure. This is a carefully regulated ‘one-stop shop’ service that enables 
organisations to receive appropriate information on criminal convictions and / or other 
information for recruitment and licensing purposes. Through this information the DBS helps 
organisations to screen out candidates who may be unsuitable to work with children or 
adults in vulnerable situations, helping to ensure that these groups are properly protected. It 
also provides guidance to its registered users to enable them to handle sensitive information 
appropriately and legally.  

The University is registered with the DBS so that it can use the Disclosure service to carry 
out checks on those applying for jobs which involve working with children and adults in 
vulnerable situations and other professional work.  Some student volunteers may also need 
to obtain a Disclosure. 

 

What is a Disclosure? 

The Disclosure service is the core business of the DBS. There are two different types of 
Disclosure: Standard and Enhanced.  

Standard  

This will check for spent and unspent convictions, cautions, reprimands and final warnings, 
and will take about 2 weeks. 

Enhanced (with barred list checks) 

This includes the same as the standard check plus any additional information held by local 
police that is reasonably considered relevant to the position being applied for (adult, child or 
‘other’ workforce).  The barred list checks include a check of the DBS barred lists of 
individuals who are unsuitable for working with children and / or adults in vulnerable 
situations. 

The Department of Human Resources (HR) can advise candidates on the level of Disclosure 
(if required) and how this fits into the recruitment and selection process. 
 
 
Where can I find out more about Disclosure? 
 
You can find out more from the DBS information line on 0870 9090811 or from 
http://www.homeoffice.gov.uk/agencies-public-bodies/dbs/. 
 
  
Can I refuse to apply for a Disclosure? 
 
You can refuse to apply for a Disclosure but, if you do so, we may not be able to consider 
your application for certain posts or may not be able to offer you work in certain areas of the 
University.   
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What if I already have a Disclosure? 
 
You may already have a Disclosure because you have previously been asked to apply for 
one for another application or for a job you have undertaken. Irrespective of this fact, 
where Disclosure is a requirement of the post we will require you to apply again to the 
DBS.   
 
 
What if I live or have lived overseas? 
 
In addition to making an application for a Disclosure to the DBS, the University may wish to 
ask you for an equivalent document from the relevant overseas authorities, if you live or 
have lived overseas for a period more than four months at any time over the previous five 
years.  
 
 
How much will a Disclosure cost? 
 
Payment will be made by the University; you do not need to pay this charge yourself, with 
the exception of the DBS update service (see below).  
 
 
How do I apply for a Disclosure? 
 
Either: 
 
a). You will be provided with or can collect a form for completion from the Department of 
Human Resources (HR), HR Recruitment and Operations Service, Room 3.22, Wessex 
House, University of Bath, Bath, BA2 7AY (Contact: 01225 384589), and complete it using 
the notes of guidance available on the web (http://www.homeoffice.gov.uk/agencies-
public-bodies/dbs/).   
 
Once completed, you must bring the Disclosure application form to the HR Recruitment and 
Operations Service and they will need to go through the identity checks with you, viewing 
original documents such as a passport, driving licence, birth certificate etc. Having confirmed 
your identity, a Countersignatory in HR will countersign it. They are authorised to request 
and to receive Disclosure information from the DBS.  
 
A number of departments across the University administer their own DBS checks. In these 
circumstances, you should follow the same process as above, but contact the 
following designated departmental contacts as below instead of HR. 

 Department of Sports Development & Recreation - Sport Training Village 1.1  

 Student Recruitment & Admissions - Wessex House 6.17  

 Widening Participation Office - The Virgil Building 3.03 (Manvers Street)  
 
Or 
 
b). You can also apply for a Disclosure form by telephoning the Disclosure application line 
on: 0870 90 90 844.  
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You will need to tell the Application service that our DBS registered body number is 
21237700002.  You may also be asked for the name and number of the person who will 
countersign your application and you can obtain this from the Department of HR. 

Staff on the application line will ask you to provide information that relates to you personally 
so that the DBS can confirm your identity. The information will include your full name and 
any other name that you may have been known by; addresses where you have lived during 
the past five years; your date and place of birth; your national insurance number; and other 
information such as passport/driving licence details. This is not a complete list, as the 
questions asked will depend upon the answers you provide. The information requested is to 
ensure the applicant has given their true identity and current address. 
This information will be added to a personalised Disclosure application form which the DBS 
Contact Centre will send to you by post after your telephone call. When you receive the 
Disclosure application form, you should check that your personal details are correct and sign 
the declaration giving your consent to undergo a Disclosure check. This form will need to be 
given to the HR Recruitment and Operations Service or to the nominated person in your 
department (i.e. for the Department of Sports Development & Recreation, Student 
Recruitment & Admissions or Widening Participation Office) in the same way as Section a) 
above. 
 
DBS update service – The DBS update service lets applicants keep their DBS certificates 
up to date online and allows employers to check a certificate online.  

 You can register online as soon as you have your application form reference number. 
You can ask for the number when you apply for your DBS check.  

 Or alternatively you can wait and register with your certificate number when you 
receive your DBS certificate after following a) or b) above. If so, you must do so 
within 19 days of the certificate being issued.  

 You can check the progress of your DBS certificate using the DBS tracking service.     

 Registration lasts for 1 year and costs £13 per year (payable by debit or credit card 
only). You will have to pay this yourself but the University will refund this on provision 
of a receipt. You will get an ID number with your registration from the DBS that you 
need to log on to the service. 

 More information about the DBS update service is available at 
https://www.gov.uk/dbs-update-service  

 
What will happen next? 
 
The University will submit your completed Disclosure application to the DBS and you will 
then receive your Disclosure in the post, normally within three weeks of the completed 
application form being posted to the DBS.  
 
Only you will receive this form and you must present this without delay to the HR 
Recruitment and Operations Service or to the nominated person in your department (i.e. for 
the Department of Sports Development & Recreation, Student Recruitment & Admissions or 
Widening Participation Office). They are required to check the form that you have received 
and input this onto iTrent (HR & Payroll system). 
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How do I know that the information contained on my Disclosure will be kept 
confidential? 
 
Organisations using the Disclosure service must comply with the DBS Code of Practice 
which is there to make sure the whole process works fairly. Under the provisions of the 
Code, sensitive personal information must be handled and stored appropriately and must be 
kept for only as long as it is necessary. The Code of Practice is published on the DBS 
website: http://www.homeoffice.gov.uk/agencies-public-bodies/dbs/.  
 
 
What if I have a criminal record that may not be relevant to the position for which I am 
applying? 
 
Having a criminal conviction will not necessarily prevent you from working for the University 
of Bath. We will investigate the nature of any declared or disclosed convictions in order to: 
 

 Ensure the safety and well-being of our staff and students 
 Ensure the security of University property 
 Protect the University’s reputation and public standing 
 Carry out our legal responsibilities and duties 

 
Any selection decision will be taken in the light of a risk assessment against these criteria. 
Further details can be found in our Policy Statement on the Recruitment of Ex-offenders. 
 
In addition to the University’s approach, the government maintains safeguards and 
guidelines to ensure that conviction information is not misused and that ex-offenders are not 
treated unfairly. Ex-offenders will retain the protection afforded by the Rehabilitation of 
Offenders Act 1974. 
 
 
Data Protection  
 
The university is committed to being transparent about how it collects and uses data and to 
meeting its data protection obligations.  For full information about data protection please 
refer to the following policies:- 
 
Workforce Data Protection and Privacy Statement 
Policy Statement on the Secure Storage, Handling, Use, Retention and Disposal of 
Disclosures and Disclosure Information 
 
 
 
 
 
 
 
 
 
 
 
 
 


