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[bookmark: _fmek994f9246]PART 1: THE POLICY
[bookmark: _tfab285u5p0n]1. Purpose
As an organisation using the Disclosure and Barring Service (DBS) checking service to assess the suitability of volunteers, Nefyn Camps must comply fully with the DBS Code of Practice. This policy ensures that certificate information is handled, used, stored, retained, and disposed of securely and legally.This policy should be read in conjunction with Policy V3 (Safer Recruitment) and Policy V9 (Rehabilitation of Ex-Offenders).
[bookmark: _pve5ivre01ez]2. Legal Context
This policy is governed by:
· Section 124 of the Police Act 1997 (regarding the disclosure of information).
· General Data Protection Regulation (GDPR) and the Data Protection Act 2018.
· DBS Code of Practice.
[bookmark: _shw47jqrti49]3. Core Principles
· Sensitive criminal record data will only be used for the specific purpose for which it was requested.
· Access to data is strictly limited to authorized personnel.
· Data will not be kept for longer than is necessary.

[bookmark: _urflsrdd1sd6]PART 2: OPERATING PROCEDURES
[bookmark: _f5wd4ghu5qje]1. Storage and Access
· Physical Records: Any hard-copy certificate information must be kept in secure, lockable, non-portable storage containers.
· Digital Records: Any digital records must be password-protected and stored on secure, encrypted systems.
· Access Control: Access is strictly limited to those entitled to see it as part of their duties (e.g., the Trustee Lead for Recruitment and the Chair of Trustees).
[bookmark: _om2fbik9ldb1]2. Handling and Usage
· Consent: Certificate information is only used with the applicant’s full consent.
· Restricted Sharing: In accordance with the Police Act 1997, information is never passed to anyone who is not authorized to receive it. We maintain a record of everyone who has seen the specific certificate data.
[bookmark: _9u90tpqvcxl8]3. Retention Policy
· Decision Window: Once a recruitment decision has been made (i.e., the volunteer is "Approved" or "Declined"), we do not keep certificate information for any longer than is necessary. This is usually no more than 6 months.
· Exceptions: Data may be kept longer if there is a dispute or for the purpose of a specific safeguarding audit, but only with the approval of the Trustee Lead.
[bookmark: _tem3pun3wlqz]4. Disposal
· Secure Destruction: Once the retention period has elapsed, all certificate information (including any notes made about the content) will be immediately destroyed by secure means, such as shredding, pulping, or burning.
· No Copies: We will not keep any photocopy, scan, or digital image of the certificate.
[bookmark: _ofbjfj4vf9ff]5. The Single Central Record (SCR)
While we destroy the certificate itself, Nefyn Camps is legally permitted to maintain a permanent record of:
· The date the certificate was issued.
· The name of the subject.
· The type of certificate requested (Enhanced).
· The position for which it was requested.
· The unique reference number of the certificate.
· The details of the recruitment decision taken.
[bookmark: _dmuffiaes7ls]6. DBS Update Service
To limit the need for generating and storing new certificates, Nefyn Camps encourages all volunteers to join the DBS Update Service. This allows the Trustee Lead to perform an instant online status check with the volunteer's permission.



