Diocese of York
Policy for the Secure Handling of Disclosure and Barring Service (DBS) Information
1. Purpose
The Diocese of York is committed to safeguarding and promoting the welfare of children, young people, and vulnerable adults.
This policy sets out the requirements for the safe, secure, and lawful handling of Disclosure and Barring Service (DBS) information.
It ensures compliance with the DBS Code of Practice, UK GDPR, and Data Protection Act 2018.
2. Scope
This policy applies to all diocesan staff, clergy, volunteers, parishes, and affiliated bodies.
It covers applications, declarations, DBS certificates and any information derived from disclosures.
3. Principles
Confidentiality: DBS information will be kept strictly confidential.
Security: Information will be stored and handled securely.
Lawfulness: Processing complies with legal requirements.
Proportionality: Only relevant information will be retained.
4. Storage and Access
DBS information will be stored securely in locked storage or secure digital systems.
Access is restricted to authorised personnel only.
5. Handling of DBS Information
DBS certificates will only be viewed by authorised personnel.
Only essential information will be recorded.
Risk assessments will be conducted where necessary.
6. Retention and Disposal
Information will be retained no longer than 6 months.
Records will be securely destroyed after this period.
7. Use of DBS Information
Used only for safeguarding and recruitment decisions.
Not used for unrelated purposes.
8. Data Subject Rights
Individuals may access, correct, or raise concerns about their data.
9. Breach Reporting
Any breach must be reported immediately and investigated.
10. Training and Awareness
Relevant personnel will receive training on safeguarding and data protection.
11. Responsibilities
Safeguarding Adviser, Data Protection Officer, and staff share responsibility.
12. Policy Review
Reviewed every 2 years or when legislation changes.
13. Contact
Contact your Parish Safeguarding Officer, DBS Administrator, Diocese of York Safeguarding Team or Data Protection Officer.
