EAST GRINSTEAD HOCKEY CLUB
DISCLOSURE & BARRING SERVICE

EGHC is committed to following the guidance of England Hockey and recruitment at EGHC.

Frequently Asked Questions
(FAQ’s) Disclosure and
Barring Service (DBS)

Version 3 — October 16

England Hockey (EH) has created this DBS FAQ document in order to
support both clubs/organisations and applicants whan carrying out a
DBS application.

Additional information and guidance can be found on the official DBES
section of the government's website:
https:/lvwer.gov.ukidisclosure-barring-service-check/overview

WHAT I35 THE DISCLOSURE AND BARRING SERVICE?

The Disclosure and Baming Service (DBS) was created in December 2012, It brought
together the Criminal Records Bureau (CRB) and the Independent Safeguarding Authority
I5AY

The DBS provides 3 system for organisations to obtain an individual's eriminal convictions,
plus any cautions, reprimands or wamnings held in England and Wales and on the Police
MNational Computer. It will also check the barred status of an individual if they are applying
for a role that is deemed ‘regulated activity”.

DO CLUBS [ ASSOCIATIONS HAVE TO CARRY OUT A DBS ON
PEOPLE WORKING WITH YOUNG PEOPLE?
Clubs § associations have a legal responsibility to not knowingly employ (paid or unpaid}

someone in regulated activity who is on the barred list and are therefore legally required to
undertake a3 OBS check.

England Hockey's DBS Eligibility Guidance provides details of roles that require a check and
at what level

HOW CAN MY CLUB GET REGISTERED ON THE ONLINE DBS
SYSTEM?

The online DBS systemm is a service for affiliated clubs/organisations. If your
clublorganisation is affiliated with England Hockey please ask your club to email Yasmin
Dyer — ¥asmin.dyerifenglandhockey.co.uk who will be able to add your club/organisation to
the system.




There are warous levels of DBS check and as explained abowve, those who meet the
definition for "Regulated Activity” are legally required to complete the highest level check
{enhanced DBS and barred list check). In addition England Hockey requires all those
waorking with children to undertake a DBS check - the level of check depends on whether the
role is supervised.

England Hockey provide guidance on who needs a DBS check and to what level — see DBS
Eligikility Guidance

The disclosure must be applied for within 4 weeks of the individual being appointed to their
role. During this period, whilst waiting for the completion of the DBS, an individual must be
supervised by a DBS /CRB cleared individual.

Please contact your club/organisation DBES contact who will be able to process your check
for you. All England Hockey DBS checks are completed online through GBG Online
Disclosures — the company we use to process our checks.

+* Your clubforganisation DB5 contact will send you an application link which you will
receive in an email frem GBG Cnline Disclosures.

+* fou will need to fill cut your personal details and hawve 3 different forms of 1D
documents verified by your club/organisation DBS contact.

* Onee your documents have been verified you will have to log back into your
application and make payment. Payment can be made online via PayPal or
Credit’'Debit card.

+* Your application will then be checked by the police.

* Onece your DBS check has been completed you will receive your cerfificate in the
post.

+* England Hockey will receive nofification that the check is complete and will notify
your club/organisation DBS contact.

If you refuse to apply for a DBS check then you must cease your role working with U18's.

We strongly recommend best practice at all times in this situation. Please see below:
+* fou will not be allowed to carry out unsupervised coaching sessions for U138's.
* fou will be supervised until your DBS check has been completed.

* Coaches and committee members at your club/erganisation will be made aware that
they must not be left unsupervised with U18's.



“You must keep your DBS cerificate safe and secura as the DBS will not issue replacement
certificates after 14 days of issue. If it's subsequently lost you will need to arrange for a new
DBS application to be completed.

The Single Disclosure scheme means that whereas previously both the applicant and
Registered Bodies would receive a copy of the DBS disclosure certificate, now only the
applicant will.

As a result EH will need to obtain, for those which hawve content on, a copy of the original
DBS certificate directly from the applicant.

There are many reasons why EH has decided to no longer accept paper application forms.
The main reasons are due to the Single Disclosure scheme.

By using EH's online application system to carry out DBS applications, applicants can obtain
a DOBS check in a fast, secure and cost effective manner. Additionally, EH will be informed
via the online system that a certificate has been issued and also whether it contains any
disclosed information.

If your DBS certificate contains any disclosed information EH will want to see the orginal
copy and will write to you directly to request this. ¥ ou will need to send the original cerificate
to England Hockey via a secure postal route. I you fail to provide a copy of your disclosure
within the specified tme your club/organisation will be informed officially and you will be
required to cease any involvement in U1% hockey until the cerificate is received and can be
aszessed.

You must send your DBS disclosure certificate, marked 'Private and Confidential” to the
Safeguarding Department. England Hockey, Bisham Abbey Mational Sports Centre. Marlow,
Bucks SL7 1RR via a secure and recorded delivery.

Any information that is disclosed on a DBS certificate will only be reviewed by England
Hockey's Safeguarding Case Menagement Panel (CMP), & small group of people with
expertise in assessing this information. CMP will review any information and assess against
a number of factors including:

* Nature of the offence

* How long ago the incident happened

*  \Whether the incident involved young people

* The role applied for



Individuals may be asked to provide additional information to the panel in order to make an
nformed decision as to & person's suitability for & specific role.

Mo details will be shared with anyone else in EH or the individual's Club Welfare
Officer (WD) [ organisation. Once the review has taken place, assuming there are no
concemns, the WO will receive a simple email confirmation that the DBS process has been
completed.

‘You will be able to carry out your role, but only under supervision.

If the information on your DBS cerificate causes significant concarn, you and your club wil
be advised in writing. ¥ou will then need to cease your involvement in U18 hockey while a
more detailed risk assessment takes place.

Once your DBS disclosure has been approved we will contact you and confirm this in
writing. Addiionally, your WO will be notified that the DBS process has been completed
{details of any disclosed information will not be shared).

Once your DBS disclosure certificate has been approved or it is decided that further
nfoarmation is required, EH will return your cerificate, to your home address (as detaided on
the disclosure certificate) via secure and recorded delvery.

If for any reason you require the certificate back before our approval process is complete,
please contact the EH Safeguarding Department on 011628 387500.

Clubs / Associations must inform EH immediately i any individual has ceased or been
remaowed from their role for any safeguarding or disciplinary reason.

England Hockey will advise and support clubs in this situation and will make the decision
about next steps, these may include:

Referral to England Hockey's Case Management Group

Referral to the Disclosure and Bamring Service (DBE) for considerstion to the 'barred list

Mo, England Hockey does not accept DBS checks that has been processed through other
organisations.



Mo, England Hockey does not accept checks from the update service, unless the orginal
check has been processed through England Hockey.

Registration on the update service either needs to be done at application stage or within 18
days of receipt of your cerificate.

To find gut more details about the DBS Update Service visit: hitps:/wwow.gov.ukidbs-
update-servics.

‘Yes, once you have had a DBS check processed through an England Hockey affiliated
organisation it is portable to other England Hockey affiliated organisations.

To 'port’ 8 DBS check within hockey, an individual must complete a Portability Form and
send it to the safeguarding team at England Hockey. The check will then be verified and
England Hockey will share the outcome of their DBS check with the other hockey
organisation (as detailed by the applicant).

The cost of a DBS check in hockey is as follows:

£6.50 wolunteers
E50.50 paid role

The DOBS definition of a volunteer is defined in the Police Act 1897 (criminal records)
Regulations 2002 as:

“Any person engaged in an activity which involves spending. unpaid (except for travel and
other approved out-of-pocket expenses). doing something which aims to benefit some third
party and not a close relative.”

To qualify for a free-of-charge criminal record check, an applicant must not benefit directly
from the position the DBS application is being submitted for. An applicant must not

= benefit directly from the position for which the DBS application is being submitted
= receive any payment (except for travel and other approved out-of-pocket expenses)

It states on the DBS application form "By placing a cross in the yes box (at section 85) you
confirm that the post meets the DBS definition for a free-of-charge volunteer application.

Please note that DBS may recover the application fee if box 68 is marked in error and this
could result in the cancellation of your DBS registration’.



Disclosure and Barring

Service (DBS) (formerly CRB)
Eligibility Guidance ‘ shrscusonc,
Version 1 — September 14

INTRODUCTION

This guidance has been written to provide an update and clarity on the
roles that require a Disclosure and Barring Service (DBS) check,
previously known as Criminal Records Bureau (CRB).

The introduction of the Protection of Freedom Act 2012 brought several changes to the way
the DBS is approached and implemented. This document is designed to help you
understand the eligibility criteria and ensure that any individual who should undertake an
Enhanced DBS or barred list check does so.

Changes to the checking process:
« Definition of ‘regulated activity’ - i.e. what activity requires a DBS check.
* Merging of the CRB and Independent Safeguarding Authority (ISA) to become the
DBS

* Under 16's are not eligible for a DBS check

The DBS enables England Hockey (EH) and its’ clubs and organisations to make informed
recruitment decisions. Any individuals wishing to work with young people in hockey are
required to undertake an enhanced DBS check and / or barred list check.

Please remember DBS checks should not be used in isolation, they should be one part of
the process to determine if someone is suitable to work with young people in a particular
role.

England Hockey is committed to providing guidance and support to
hockey clubs and organisations to ensure that all children in hockey
participate in an environment that is both safe and enjoyable.

WHO IS ELIGIBLE FOR A CHECK?

The Govemment have reviewed the criteria to determine who is eligible for a DBS check and
have introduced a definition of ‘regulated activity’ to assist. The new guidance introduces
consistent safeguarding and vetting requirements for all those working with young people,
whether they are in a paid or voluntary capacity. Please see grid overleaf to see a more
detailed breakdown of who needs a check and at what level.



The definition distinguishes between roles that meet the definition of 'regulated’ activity AND
whether they are deemed supervised or unsupervised roles. The supervision distinction
determines the level of check required i.e. enhanced DBS check and / or barred list check.
See diagram below for eligibility:

A ~¥i \ hAa | [
Activity that involives

Teaching, training, instructing, caring
for or supervising children:
(0]
Providing guidance / advice on well being
Or
Driving a vehicle only for children

AND

Happens frequently (once a week or more)
Or

Happens intensively (on 4 or more days
in a 30 day period or overnight)

Is the role unsupervised?

Enhanced DBS check
required Enhanced DBS required.

AND Barred list check
Barred list check required NOT required

(‘Regulated Activity’)




England Hockey has taken the new definition and applied the criteria to the hockey
environment to provide a list (not exhaustive) of roles. Each role has been broken down
to determine what level of check is required.

Role Enhanced Barred list Motes
DBS check required?
Coach Yes Yes
Team Captain (club) Yes Yes If Capt of a teamn that includes
under 18's
Vice Captain (club) Mo No Only needs checking if regularly
deputising for Captain.
Team Manager Yes Yes
Welfare Officer Yes Yes
DBS Coordinator Mo No If stand alone role (admin only)
Parent Helper Yes Mo = only needed if the role involves supervision of
children and is ‘regular’.
Young Leaders Yes Mo | Aged 16+
Umipire Yes Possibly Needed if regulated activity is undertaken
- - frequently or intensively. See separate EH
Technical Official Yes guidance ‘DBS Checks and Officiating Guidance’.
Umpire Coach/ Yes
Manager / Assessor
Junior Administrator Mo No
Photographer ] Mo
Chair person / Mo Mo
President
Secretary Mo Mo
Membership Secretary | No No
Treasurer Mo No
Website Administrator | No No
Bar staff Mo Mo

MOTE: U16's are not eligible for a check




WHAT ARE YOUR RESPONSIBILITIES AS A CLUB/
ORGANISATION?

+» Ensure all those that are eligible complete a DBES check to the appropriate level
(checks should be completed every three years).

» Do not deploy (paid or unpaid role) anyone in ‘regulated activity' unless you have
completed a bamed list check.
Inform people prior to them taking on a role, if it will require a DBS ( bamred list check.
Inform EH if you have a concern about a person and they are working with young

peocple

HOW DO YOU GET CHECKS PROCESSED?

All DBS checks need to be submitted through England Hockey. EH use a company,
Online Disclosures, GB Group to process all our checks.

All hockey checks are processed onling through Online Disclosures via their secure onling
system. If you are not already signed up to*the online service, please contact Yasmin Dyer,
DBS Coordinator and she will be pleased to assist.

USEFUL CONTACT DETAILS:

First point of contact for all DBS enquiries;

Yasmin Dyer — Ethics & Compliance Administrator,
Email: yasmin dyerf@englandhockey.co.uk
Tel: 01628 897516

Organisation that processes all online checks on behalf of EH;

GBG Online Disclosures

Email: cnlinedisdosures@aobgplc.com
Tel: 0845 251 5000

To report concerns about a person that is working with young people;
Alison Hogg, England Hockey - Ethics & Compliance Manager

Email: alizon.h englandhockey co.uk
Tel: 01628 897500



