
BLACKBURN WITH DARWEN BOROUGH COUNCIL

Frequently Asked Questions on Disclosure and Barring Service (“DBS”)
Checks for Councillors and Co-opted Members

Q. Why do I need a DBS check?
A. The Council has a policy to demonstrate its commitment to protecting those who are 

most vulnerable. As such all its elected members are required to provide a DBS 
disclosure check.  A report agreed at Council Forum on 28th March 2019 provides full 
background details.

Q. What level of DBS check do I need and when does this need to be completed?
A. All councillors elected prior to 2nd May 2019 are required to provide the Council with a 

basic disclosure certificate, this must be obtained by the individual Councillor and must 
be provided to the Governance Team by end of September 2019. For councillors 
elected on or after May 2019 basic disclosure certificates will need to be provided 
within two months of taking office following their election.

Note: For certain Member appointments a higher level check may be required to 
‘enhanced level’, those individuals concerned will be contacted directly and advised 
accordingly.

Q. How do I go about obtaining a DBS check?
A. Councillors can complete the basic disclosure check online at www.gov.uk/request-

copy-criminal-record. Information and details can be obtained from the website and for 
any general queries you can contact a member of the Governance Team. .

Q. Who can I contact if I need support to complete my DBS application?
A. If you need support to apply online, you can call the DBS helpline on 03000 200 190 

and select option 2 and then option 1. 

Q. Is there a cost involved?
A. Elected members will need to pay a fee (currently £25) by debit or credit card and is 

borne by the Councillor from their allowances payments.

Q. What will I need in order to complete the DBS application?
A. To apply for a basic DBS check you’ll need:
o all your addresses for the last 5 years and the dates that you lived there
o your National Insurance number
o a debit or credit card
o your passport
o your driving licence

http://www.gov.uk/request-copy-criminal-record
http://www.gov.uk/request-copy-criminal-record


Q. How long will it take from application to receiving my DBS certificate?
A. It usually takes up to 14 days for you to receive your certificate following completion of 

the application.

Q. Who do I provide a copy of my DBS certificate to?
A. Once you have obtained your disclosure certificate the original copy of this should be 

provided to The Monitoring Officer or Head of Governance in the Council.

Q. How long will the DBS check be valid for?
A. This will be valid for up to 4 years, after which a revised certificate will need to be 

obtained and submitted.

Q. What if I already have a DBS check?
A. Any elected member who already holds an appropriate level DBS check due to their 

occupation or role of not more than 4 years old can utilise this certificate (this is known 
as portability), but will be required to undertake an appropriate level DBS check on the 
anniversary of the 4th year of the issuing of the certificate or submit a revised certificate 
from the other occupation/role at that time. 

Q. How will Information regarding DBS be handled/stored?
A. Data will be processed, handled, stored and destroyed in line with legislation by those 

authorised to do so in the course of their duties. It will also only be used for the specific 
purposes for which it was requested and for which the applicant’s consent has been 
given. Information will only be retained for the period the Councillor remains in office or 
until the retention period has elapsed, after which time it will be destroyed by secure 
means. 

Q. What happens if a criminal record or other information is revealed/disclosed?
A. Generally the existence of a criminal record or other information revealed as a result of 

a basic DBS check will not debar a Councillor from holding office.

In the event that the disclosure information received raises issues of concern, the 
Chief Executive advised by the Monitoring Officer, Head of Governance and Director 
of Adults & Prevention/Director of Children’s Services (as appropriate) in consultation 
with the relevant Group Leader, will discuss with the individual Councillor the 
restrictions considered necessary, to safeguard children, young people and/or adults, 
on the positions held by that Councillor, consulting with the Standards Committee as 
appropriate

For Councillors who may be carrying out Regulated Activity (activity in Regulated 
Establishments such as schools), if the Councillor has a conviction for a relevant 
(autobar) offence, or if they are barred, this would prevent them from carrying out 
Regulated Activity. Additionally, in these circumstances the Council would have a duty 
to refer to the DBS for a potential barring decision.

If a check reveals that a Councillor has been sentenced to prison for 3 months or more 
(including suspended sentences) during the last five years or has been convicted of a 
corrupt or illegal practice by an election court, then their seat would be lost.



Q. Who can I contact if I have any difficulties or questions/queries with regards to 
this?

A. You can contact a member of the Governance or Democracy Teams if you have any 
difficulties, questions or queries.


