STANDARD OPERATING PROCEDURE   |   DBS Checks & Renewals
Standard Operating Procedure
DBS Checks and Renewals
	SOP Reference
	STA-04

	Category
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	Risk Level
	CRITICAL
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	Version
	1.0 (DRAFT for manager review)
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	Review date
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	Owner / approver
	Andrea Tomkins (Registered Manager)



1. Purpose
To ensure everyone working with our residents has an appropriate, current Disclosure and Barring Service (DBS) check, so that barred or unsuitable individuals do not work in the home.
2. When this procedure applies (the trigger)
1. Recruiting any new staff member, bank worker or volunteer.
1. Periodic re-checking/renewal per the home's policy.
1. A DBS update service alert or a change in someone's circumstances.
3. What to do — step by step
1. Obtain an enhanced DBS check with the adult barred-list check for all staff in regulated activity, before they start unsupervised work.
1. Review the certificate. If it shows any content, follow a documented risk-assessment process before any decision; do not proceed without manager sign-off.
1. Record the DBS certificate number and date on the staff file and in a central DBS log.
1. Where staff are on the DBS Update Service, carry out and record online status checks per policy.
1. Renew/re-check DBS in line with the home's renewal cycle and diarise renewal dates so none lapse.
1. If someone is found to be barred, remove them from regulated activity immediately and follow safeguarding/referral duties.
4. Do and Don't summary
	✓ WHAT YOU SHOULD DO
1. Get an enhanced DBS with barred-list check before starting
1. Record certificate number and date centrally
1. Risk-assess and sign off any disclosure content
1. Diarise and complete renewals on time
1. Act immediately if someone is barred
	✗ WHAT YOU SHOULD NOT DO
1. Do NOT allow unsupervised work before DBS clears
1. Do NOT ignore content on a certificate
1. Do NOT let DBS checks lapse past the renewal cycle
1. Do NOT keep someone in regulated activity who is barred
1. Do NOT store DBS data insecurely



5. Who to contact
	Manager / HR
	Name: Andrea Tomkins   Tel: 01704 564801 / 07912 939719

	DBS umbrella body / provider
	______________

	DBS / barring referral
	www.gov.uk/dbs



6. Recording
Where to record this: use the Central DBS Log (in Forms & Logs) to record every staff member's DBS certificate number and renewal-due date.
Maintain a central DBS log with names, certificate numbers, issue dates and renewal-due dates. This is checked at inspection.
7. Related procedures
1. Recruitment SOP (STA-03)
1. Safeguarding SOP (SG-01)
8. Manager review checklist
Confirm: central DBS log exists with renewal dates; risk-assessment process for disclosures is documented; provider contact filled in. Complete header boxes and mark 'Done'.
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