THE CATHOLIC DIOCESE OF

ARUNDEL & BRIGHTON

EDUCATION SERVICE

FOUNDATION DIRECTOR/GOVERNOR - DBS PROCESS (SEPT 2024)

1. Potential Foundation Director/Governor
submits Application Form to Diocesan
Education Service (DES)

6. Applicant and Diocesan Safeguarding
notified of DBS check outcome.

2. DES emails Diocesan Safeguarding to ask
for DBS process to begin.

7. Diocesan Safeguarding updates
management system and reminds
applicant to complete update consent
form within 30 days’ time limit (from
date of certificate). Completed consent
forms emailed to;

E: schoolgovernance@abdiocese.org.uk
and filed.

3. Diocesan Safeguarding check the system
for details and then emails the applicant,
explaining the process, to include:

e Documents and forms required

e Name / parish of possible
documentation verifier

e Importance of signing for the Update
Service / email the consent form

8. When DBS and all other information is
available, the Bishop will make a decision
on the appointment.

4. Applicant completes forms, has
documents verified and information is
returned to Diocesan Safeguarding.

9. If appointed, letters and certificates are
sent to new governor. DES informs the
school clerk of DBS level and number so
that it can be added to school Single
Central Record.

5. Diocesan Safeguarding Team submits
DBS application.

10. Management system highlights when
update check is required.
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