
Disclosure and Barring Service
Students International, as an organisation involved with the welfare of young people either through its teaching activities or its role as a guardian, is required to check on the personal details of all employees through the Disclosure and Barring Service (DBS) Students International will not employ anyone who is not cleared by DBS.  

All organisations using DBS service and who are in receipt of Disclosure information must comply with its Code of Practice.  
This requires us to:

· Treat all applicants for positions who have a criminal record fairly and not to discriminate unfairly against the subject of a Disclosure on the basis of conviction or other information revealed. 

· Comply with the correct procedures for the handling, use, storage, retention and disposals of Disclosures and Disclosure information.

· Comply with the Data Protection Act and other legislation pertaining to the handling, use, storage, retention and disposals of Disclosures and Disclosure information.

Storage, access, retention and disposal.

Disclosure information is never kept on a staff file, it is always kept securely in a lockable container with strictly controlled access. We do not keep this information for longer than is absolutely necessary.  This is generally for a period of not longer than one year to allow for the consideration and resolution of disputes and complaints. Once the retention period has elapsed we ensure that Disclosure information is destroyed by suitable and secure means.  We will not keep any photocopy of any Disclosure but we may keep a record of the date of issue of a Disclosure, the name of the subject, the type of Disclosure requested, the position for which the Disclosure was requested, the unique reference number of the Disclosure and the details of the recruitment decision taken. 
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