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1. Title, e.g. Mr, Mrs etc.  

2. Name (including previous names and the dates those names were used)  

3. Address  

4. Previous addresses for the last 5 years  

5. Date of birth  

6. Town & Country of birth 

7. Your gender  

8. Personal telephone numbers 

9. Personal email address  

10. National Insurance number  

11. Driving Licence number  

12. Passport details  

13. Other forms of identification as set out in DBS guidance to evidence identity or address  

14. Scottish DBS Number (if any) 

15. The post / reason why you require a DBS check  

16. Which organisation requires the check  

17. The type of DBS check you are requesting  

18. We will ask you if you are barred from working with children  

19. We will ask you to sign the application form to state the information you have provided is true and 

accurate  

4. HOW IS YOUR PERSONAL INFORMATION COLLECTED 

For DBS purposes, all the data we collect on you will be provided by you only, either in document format 

or verbally. 

5. HOW WE WILL USE INFORMATION ABOUT YOU 

We will use the personal information we collect about you to complete a DBS in our role as a registered 

body with the DBS. 

We need to process your personal information in this way to obtain your DBS criminal record certificate. 

6. IF YOU FAIL TO PROVIDE PERSONAL INFORMATION 

If you fail to provide all information when requested, which is necessary for us to complete the DBS 

application form, we will not be able to process your application successfully.  If we cannot process your 

application because we have insufficient information you will not obtain a DBS certificate.  You are 

reminded that an individual has the right to decline obtaining a DBS check; however, in such 

circumstances it would be unlikely that Bromsgrove School would proceed with the application of that 

individual. 

7. RETURNED DBS CHECKS 

Once a DBS check is submitted in all circumstances a certificate detailing whether or not you have any 

criminal convictions is posted by the DBS to the address given as your home.  A copy of this certificate is 

not provided to Bromsgrove School.  The document is your property. 

8. DBS UPDATE SERVICE 

The DBS Update Service allows an individual to use the same DBS certificate for multiple posts as long 

as certain criteria apply.  A DBS online status check allows organisations to check if any relevant 

information has been identified about the individual since their certificate was last issued.  Provided the 

same level of check is required, Update Service DBS certificates are accepted. 
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9. DATA SHARING - WHY MIGHT YOU SHARE MY PERSONAL INFORMATION WITH THIRD PARTIES 

We will only share your personal information with third parties for the purposes of processing your 

application, namely the Disclosure and Barring Service (to carry out criminal record checks). 

10. DATA SECURITY 

We have put in place appropriate security measures to prevent your personal information from being 

accidentally lost, used or accessed in an unauthorised way, or be altered or disclosed.  In addition, we 

limit access to your personal information to those employees at Bromsgrove School who have a business 

need-to know purpose for accessing the data.  They will only process your personal information for the 

purpose of the recruitment process and they are subject to a duty of confidentiality. 

We have put in place procedures to deal with any suspected data security breach and will notify you and 

any applicable regulator of a suspected breach where we are legally required to do so. 

11. DATA RETENTION - 
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You have the right to make a complaint at any time to the Information Commissioner's Office (ICO), the 

UK supervisory authority for data protection issues. www.ico.org.uk 

14. DBS CONTACT INFORMATION 

The Disclosure and Barring Service have a number of privacy statements which can be found on their 

internet web-site via the link https://www.gov.uk/government/publications/dbs-privacy-policies 

DBS customer services, PO Box 3961, Royal Wootton Bassett SN4 4HF 

Email customerservices@dbs.gov.uk 

DBS helpline 03000 200 19 

https://www.gov.uk/government/publications/dbs-privacy-policies

