St. Catherine's School
Important information for all applicants seeking employment at the school

St. Catherine's School is a Registered Body with the DBS for the purposes of obtaining access to criminal record checks for employment and voluntary appointments.  It is of fundamental importance to St. Catherine's to ensure so far as possible that those who take up appointments do not pose a risk to the children in its care.  It is therefore important for the school to apply for and review the past records of any successful applicants for positions, after making a formal offer of appointment.  In seeking such information the school seeks to comply with the DBS Code of Practice.

· 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.  We select all candidates for interview based on their skills, qualifications and experience.

· Because we are a school and deal with children, we request an Enhanced Disclosure on all candidates who have been offered employment.  All application forms and job descriptions contain a statement that a Disclosure will be requested in the event of the individual being offered the position.

· The school considers it essential that the confidential and personal Disclosure information from the DBS is used fairly and sensibly in order to avoid unfair discrimination of applicants for appointments at the school.  We aim to provide those involved in the recruitment process with appropriate guidance in identifying and assessing the relevance and circumstances of offences.

· 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.

· In accordance with s.124 of the Police Act 1997, Disclosure information will:

(i) only be accessed by those authorised to receive it in the course of their duties

(ii) only be used for the specific purpose for which it was requested and for which the applicant’s full consent has been given.

We recognise that it is a criminal offence to pass this information to anyone who is not entitled to receive it.  All recipients of Disclosure information will store all confidential documents issued by the DBS in non-portable lockable storage containers, such as a filing cabinet and these will have restricted access.

· Destruction of Disclosure information will be done by suitably secure means, such as shredding, pulping or burning and the school will not retain any photocopies or other notes.  If Disclosure information is lost, the school will inform the DBS and the subject of the information as soon as possible.

· Having a criminal record will not necessarily bar an applicant from working with us.  This will depend on the nature of the position and the circumstances and background of the offences. All must be discussed with the Headmistress.
· Further information on the DBS can be found on www.disclosure.gov.uk
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ENHANCED CRIMINAL RECORD CERTIFICATE

The enhanced disclosure process reveals every criminal conviction (including spent convictions) and any further information which the Chief Officer of Police considers relevant.  All people appointed to positions at the School will be required to undergo this process.  The School will pay for the cost of the disclosure and the appointed person will receive a copy of the disclosure certificate.  

Part of the disclosure process requires the School to satisfy itself about the identity of the “appointed person”.  We are required to verify physical evidence and current address details.  In order to carry out the function, anyone offered a post will be required to make an appointment with Mrs A Faulkner (PA to Headmistress) and bring with them required documents (current list is provided with offer pack). 
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