NHS Employers

DBS ELIGIBILITY TOOL
NHS EXAMPLE SCENARIOS

Roles eligible for a standard DBS check

Employing organisations have a legal responsibility to ensure that positions being appointed
to are eligible under the current provisions before requiring workers and volunteers to have a
DBS check.

This document sets out a number of different example based scenarios to help you make an
informed decision about whether a role is eligible for a standard DBS check.

Eligibility for a DBS check is determined by the type of activities the worker or volunteer will
be undertaking and the level of access this will enable them to have with patients, as opposed
to the job title. The examples provided below demonstrate how different duties in the same
job can change the level of check required.

As you work through the toolkit you will find further examples which demonstrate eligibility
for different levels of DBS check.

When applying for any level of DBS check, you will need to indicate which workforce
individuals will be working with (i.e. adults, children, or adults and children] to ensure you
only have access to information you are legally entitled to have and consider.

Information about a person’s criminal history must be handled sensitively and considered
without prejudice. DBS checks are only one means of assessing a person’s suitability for a
role and should be considered alongside the wider range of information gained as part of the
recruitment process. All criminal history information must be obtained, recorded and stored
as outlined under the Data Protection Act.

The examples outlined in this document are intended as a guide only.
The eligibility tool must be used in conjunction with reading the criminal record check

standard which provides more detail about the legal requirements and criteria for a DBS
check.


http://www.nhsemployers.org/crbcheck
http://www.nhsemployers.org/crbcheck
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Scenario based examples
Administration

Reception duties - access to patients

Melissa applies for a position as a receptionist at New-Town Medical Centre. The role will
require her to work with two other receptionists, greet patients as they arrive, check patients
in and arrange appointments either face-to-face or over the telephone. She will also be
required to collect patient notes and ensure that the vital records go to the right practitioner.

The roles and responsibilities of a receptionist can vary from one organisation to
another. In this example, Melissa's responsibilities includes the provision of health
services (e.g. she is providing a service which enables individuals to access to health
care and, as part of this role, she will have face-to-face and telephone interaction with
patients as part of her normal duties). This role is eligible for a standard check.

The same would apply equally to a reception position with the same duties in an acute
setting.

If however, Melissa was carrying out the same duties in a dedicated children’s hospital
or in a high security psychiatric unit/hospital, employers should consider eligibility
against an enhanced check without barred list information.

Medical secretary - access to patients

Jan is a medical secretary at Any-Town NHS Foundation Trust. She provides administration
support to the clinical team and has supervisory responsibility for three typists located in the
accident and emergency department. Her role involves interaction with patients and their
families who come to the accident and emergency department, providing information and
reassurance, as may be necessary. She is also required to deliver and collect patient records
from ward areas.

Medical secretaries work with both clinical and non-clinical teams and can be located
in a number of departments across the hospital site. In this example, Jan works in the
accident and emergency department and has regular interaction with patients and their
families. She will also be required to go onto ward areas to collect or deliver patient
records. This position is therefore eligible for a standard check.

If, however, her role was located in a department which did not enable her to have
access to patients, then the role would not be eligible for any level of DBS check. If the
role entails having access to patient identifiable data, employers may wish to consider
whether the responsibilities of the job would be eligible for a basic disclosure.
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Health records assistant - access to patient identifiable data

Ranjit applies for a job at her local NHS Foundation Trust as a health records assistant. The
role is likely to include locating, retrieving, tracking and delivering patients’ health records
and case notes, ensuring they are kept up to date and are filed away correctly. The area of
the hospital that she will be working in is not accessible to patients, but she needs to walk
past several wards where patients are being treated to get to her area of work.

Although Ranjit would be providing a health service, this would only involve her having

access to patient identifiable data, she would not have access to patients as part of her
normal duties. Any access she may have with patients would be limited (e.g. in passing
in order for her to get to her normal place of work]. This position is not be eligible for

any level of DBS check.

For this type of position, employers may wish to consider whether access to patient
identifiable data would be eligible for a basic disclosure.

HR advisor - no access to patients

Lucy applies for a position as a HR advisor at Any-Town NHS Foundation Trust. The role
means that she will be involved in recruiting and dismissing staff, introducing and
implementing new employment policies and keeping up to date personnel records on all
staff. The role will require her to work closely with other administrative staff in the
department, wider healthcare team, clinical/non-clinical managers (e.g. those managing
estates, facilities, finance and other operational areas), unions and professional bodies. She
will be located in an administration block on the hospital premises and will not have access
to patients.

HR advisors are not involved in the provision of health services, nor are they likely to
have any access to patients as part of their normal duties. This type of role is not
eligible for any level of DBS check.
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Estates
Contractor - technician (access to patients)

Vincent is employed through an external contractor as a technician working closely with the
estates team at Any-Town NHS Foundation Trust.

His role involves repairing and maintaining systems that hospitals rely on such as, medical
gas supplies, lifts, alarms, heating and refrigeration which can be located anywhere within
the hospital site, including ward areas where patients are located.

The type of work contractors are required to undertake on NHS premises can be far reaching
and not all positions will be eligible for a DBS check. It is essential that employing
organisations clearly stipulate the type and level of checks required in any contract
arrangements with third party staffing providers.

In this case, Vincent is repairing and maintaining systems to ensure the safety and well-being
of staff and patients delivering and receiving health services. Given that he may be required to
carry out work on ward areas where patients are located, the position should be considered
against eligibility for a standard check.

If these duties were more concerned with installing and maintaining systems in other parts of
the hospital site such as, office or public access areas where there is limited (incidental) or no

contact with patients, then the position would not be eligible for any level of DBS check.

The same would equally apply to engineers, electricians, plumbers and window cleaners etc.

Contractor - supplying and servicing laboratory equipment

Craig provides services to the NHS through an external contractor. His role involves
supplying and servicing laboratory equipment. He does not have access to patients while
undertaking his duties.

Craig’s role is not listed in the ROA Exceptions Order or the Police Act Regulations and
is not eligible for any level of DBS check.

Gardener/grounds maintenance - no access to patients

Brian is applying for a new position as a gardener at New-Town NHS Foundation Trust. The
role includes making sure the grounds and car parks are well tended, looking after the
plants and maintaining the grassy areas outside the hospital building.

Brian will be responsible for maintaining the hospital grounds. He is not involved in the
provision of health services. Any contact he may have with patients is likely to be limited
lincidental). This position is not eligible for any level of DBS check.
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Volunteers

Ward visitor/dementia buddy - access to patients

Lara volunteers at her local hospital as a ward visitor. Her role involves her listening and
chatting to patients who have age-related illnesses (such as dementia), facilitating and
encouraging them to play games or sing. When the weather permits, she is also responsible
for escorting patients on short-walks or taking them out in a wheelchair into the garden area
on the hospital site unsupervised.

In this example Lara’s responsibilities are concerned with engaging patients in
activities, escorting them on walks unsupervised and generally making their stay more
comfortable. This position would be eligible for a standard check.

Hospital guide

Jason volunteers in Any-Town NHS Foundation trust. His role involves meeting and greeting
patients and visitors when they arrive at the hospital site and directing or escorting them to
their destinations.

Although Jason will have some access to patients who may approach him for
assistance in navigating the hospital site, his activities do not involve the provision of
health services. This role is not eligible for any level of DBS check.

Shop assistant - hospital newsagents

Lea volunteers in a newsagents which is located on the ground floor of Any-Town NHS
Foundation Trust selling newspapers, magazines, cards and confectionery to members of the
public visiting the hospital site. Lea is responsible for ensuring shelves are well stocked,
serving customers and cashing up the till at the end of the day.

The shop is open to members of the public visiting the hospital site. Although patients
may choose to use the shop, any contact is likely to be limited (incidental). The
exchange and handling of cash in this case would be regarded the same as in any other
retail outlet. This role is not eligible for any level of DBS check. Employers may wish to
consider whether a basic disclosure might be appropriate.

If, in addition to serving in the shop, Lea ran a trolley service on ward areas where
patients are located, then consideration should be given as to whether the roles and
responsibilities would be eligible for a standard DBS check.
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Restaurant/catering - access to patients

Raquel volunteers in the hospital kitchen restaurant preparing hot and cold food. As part of
her role she provides a trolley service selling sandwiches and drinks to patients located in
ward areas.

Although Raquel is mainly involved in food preparation in the restaurant kitchen, she is also
responsible for providing a trolley service which is wholly or mainly for patients who are

Other roles

Cleaner

Peter applies for a job as a cleaner at his local hospital. He will be required to clean ward
areas where patients are located.

Carrying out cleaning duties, when considered in isolation, are not eligible for a DBS
check. In this example, Peter’'s duties are concerned with ensuring the hygiene and
cleanliness of ward areas to reduce the risk of spreading infection. His role supports the
provision of health services that will allow him to have direct contact and interaction with
patients located on the ward. This position is eligible for a standard check.

If Peter’s cleaning duties involved him working in a dedicated children’s hospital or a
high security psychiatric unit/hospital, this would be regarded as a ‘specified
establishment” under the Police Act regulation. In such cases, employers should
consider the roles and responsibilities of the job against eligibility for an enhanced
check without barred list information.

If the role was more concerned with cleaning other areas of the hospital site e.g. offices
or public access areas where there is limited (incidental) or no access to patients, then
the position would not be eligible for any level of DBS check.




