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1.0 Introduction

All applicants to the BCNO Group will be asked at the application stage to declare whether
they have any convictions, cautions, reprimands or final warnings which would not be
filtered in line with current guidance. Their attention will be drawn to this policy and
procedure.

1.1 Purpose

Where an unspent/unprotected conviction, caution, reprimand or warning is declared by
an applicant, an early enhanced DBS check is requested. Where enhanced DBS checks
show convictions, cautions, reprimands or warnings, the DBS Risk Assessment Procedure
will be triggered.

All other student applicants will be required to complete an enhanced DBS enrolment
check at the point of enrolment.

Where enhanced DBS registration checks show convictions, cautions, reprimands or
warnings, the DBS Risk Assessment Procedure will be triggered.

All students are required to notify Registry in writing of any conviction for a criminal
offence which they incur whilst a BCNO student. Any such disclosure will then trigger the
DBS Risk Assessment Procedure. Students are also asked annually to declare that there
has been no change in their DBS status over the last 12 months.

2.0 DBS Application Procedure

The Application Procedure:

e Prior to enrolment, the BCNO Admissions team email new students with a step-by-
step guide on how to register their details on the uCheck database

e Students register their details with uCheck

¢ On enrolment day, ID checks are completed by the Registry team and updated on
the uCheck database

e UCheck then complete the appropriate criminal checks on behalf of the institution

On receipt of the DBS certificate students must bring in the certificate to Registry. A note of
the unique number is made, and the date of issue is noted. Where there are no

convictions or further information is disclosed. When a conviction or further information is
disclosed a copy of the form will be taken to assist with completion of the risk assessment.

If the disclosure contains information pertaining to convictions or accompanied by other
information the DBS Risk assessment procedure will be commenced.

Those undertaking the DBS risk assessment procedure will take into account the relevance
of the offences disclosed in relation to the course and should be aware of the relevant
legislation relating to ex-offenders (e.g. Rehabilitation of Offenders Act 1974) as well as
guidance from the professional body or regulatory body. Factors that will be considered
will include the nature of the offence(s), number and any pattern of offences (s) (if more
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than one), how long ago was the offence(s), the current status of any convictions, the age
of the offender when the offence took place.

To aid in the risk assessment, the applicant will be asked to contribute to the risk
assessment process by providing relevant evidence; a reference (different to their UCAS
application). if the risk assessment highlights concern an offer of a place may be
withdrawn.

An applicant has the right to appeal against the decision using the DBS appeal process.

The appeal may involve external opinion on individual cases such as the professional or
regulatory body and /or the university.

If a student remains unhappy with the decision after the appeal, the student may move
the complaint to the University.

3.0 Handling

In accordance with Section 124 of the Police Act 1997, the disclosure information is only
passed to those who are authorised to receive it in the course of their duties. This may
include the authorised co-signatory, Admissions team and members of the Risk
Assessment group. We recognise it is a criminal offence to pass on information to anyone
not entitled to receive this information. We maintain a record of those who the information
has been revealed.

4.0 Retention

The BCNO Group do not keep DBS certificates for any longer than is needed. This is
generally up to six months to allow for consideration, disputes or appeals.

Once the certificate is no longer required the DBS certificate will be destroyed using
secure means such as shredding.

Disclosures are kept separately from the student/applicant's file and access is strictly
controlled and limited to those that need access as past of their duties.

5.0 International Students

International students must obtain a criminal check from their home country or country of
residence. This must be translated into English by an authorised translator.

Applicants must complete the following form. If you are a current student who has
received a conviction or caution while studying please complete the form in Appendix 1.
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6.0 Appendix1-DBSForm

A satisfactory DBS enhanced check is a condition of enrolment at BCNO Group for some of
our courses. In the case of an applicant or student having an unspent/unprotected
conviction, caution, reprimand or warning, a risk assessment will be carried out to
determine whether this will affect their offer of entry/ progression on the course.

If a student or applicant has any convictions, cautions, reprimands or warnings which
would not be filtered in line with current guidance, they must complete this form as soon
as possible. The risk assessment will be carried out on the basis of the information
contained within the DBS certificate regarding offer of entry/progression. Therefore, it is
important that this form is completed accurately to avoid a further risk assessment being
required.

e If you are an applicant to the BCNO Group

Complete this form and submit it to the Admissions Officer.
¢ If you are a current student at the BCNO Group:

Complete this form and submit it to the Registry Officer.

Decisions regarding the need for a Risk assessment will be notified within 10 working days.
The Risk assessment decision will be notified to the applicant or current student within 14
days of the information being received.

Full Name

If current student — Please state the campus
where you are studying and what year
DBS number

Statement of convictions(s) , caution(s),
reprimand(s), or warning(s).

Please include the date, description of the
event(s), the sentence/outcome, you age and
any mitigating circumstances. Please continue
on a separate sheet if necessary

Signature
Date
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7.0 DBS Risk Assessment

The Registry Team will normally within three working days of receipt of a positive DBS
check, or a student declaring an offence, will make a preliminary assessment of the
offence committed.

Where these are found not to be protected at the point of graduation, taking into account
any relevant legislation and relevant guidance from the professional body the student will
be cleared with no formal action taken.

Where the offence is not protected, the member of staff will carry out a more detailed risk
assessment. If deemed low, the applicant/ or student will be notified.

If after the risk assessment, the member of staff deems the offence committed to be
serious and relevant (medium or high risk), they will refer the matter to the Chair of the
DBS risk assessment group. For further consideration, the individual will be notified, and a
meeting of the DBS Risk Assessment panel will be convened normally within 10 working
days.

Where there is considered a high risk to patients, students, or staff the Chair of the DBS Risk
Assessment panel can recommend to the CEO that the individual is suspended until the
group can make a recommendation. Any suspension will usually be two weeks, but an
extension may be requested to allow sufficient time and investigation.

The Chair of the DBS Risk Assessment group may request:

¢ A personal statement from the individual about the offence and any relevant
circumstances

e Areference independent from their UCAS application

e Any reports from probation or pre-sentencing reports

Based on the information the board should consider if the applicant/current student
poses any risk to patients, students staff or members of the public, any risk to property, or
the programme itself:

e Is there any risk of a re-offence?

e Any evidence where others have raised concerns over the individuals behaviour?
e Can the BCNO mitigate and manage any risk?

e Does the group need further information?

e Any consequences in relation to Fitness to Practise

The Risk Assessment group can consider the following courses of action:

e The applicant or student is asked to leave the course, or the place on a course is
withdrawn

e The student/applicant can continue

e The applicant or student can continue but with certain requirements or support
arrangements

e The group can decide if the behaviour should be monitored going forward
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The applicant/student is normally notified withing five working days after the meeting.

Once the decision is received, the student/applicants has 10 working days to appeal in
writing the decision stating the grounds of the appeal. The appeal should be sent to either
the Principal or the CEO.

An appeal panel will be formed which may consist of the CEO or the Principal
A clinical member of Faculty.

None should have been involved in the original decision.

The appeal panel should sit within 15 working days of the receipt of the appeal

The outcome of the appeal will be notified by letter with five working days of the appeal
panel meeting.

The student can if not satisfied with the appeal follow the validating university complaints
procedure.

Disclosure and Barring Service Policy Page 7 of 8



Auditing

Policy Name: Disclosure and Barring Service Policy

Policy Owner: Student Inclusion, Welfare and Attendance Committee
Policy Approver: Academic Board
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