
Appendix B to Policy for Provision of Criminal Record Checks 
 

POLICY STATEMENT ON THE  SECURE STORAGE, HANDLING, 
USE, RETENTION AND DISPOSAL OF DISCLOSURES AND DISCLOSURE 
INFORMATION  
 

 

1. General Principles 
 

As an  organisation  using  the  Disclosure & Barring Service  (DBS)  
Disclosure service  to  help  assess  the  suitability  of  applicants  for  
positions  of  trust, Flintshire  County  Council  complies  fully  with  the  
DBS  Code  of  Practice regarding  the  correct  handling,  use,   storage,  
retention  and  disposal  of Disclosures  and  Disclosure  information. It 
also   complies  fully  with  its obligations  under  the  Data  Protection  
Act  and  other  relevant  legislation pertaining  to  the  safe  handling,  
use,  storage,  retention  and  disposal  of Disclosure information. 

 
2. Storage, Access and Retention 

 
Disclosure information is never kept on an applicant’s personnel file, 
only evidence of a check having been undertaken. Any sensitive 
information is always kept separately and securely, in lockable, non-
portable, storage containers with access strictly controlled and limited to 
those who are entitled to see it as part of their duties. 

 
3. Handling 

 

In accordance with section 124 of the Police Act 1997, Disclosure 
information is only passed to those who are authorised to receive it in the 
course of their duties.  We maintain a record of all those to whom 
Disclosures or Disclosure information has been revealed and we 
recognise that it is a criminal offence to pass this information to anyone 
who is not entitled to receive it. 

 
4. Usage 

 
Disclosure information is only used for the specific purpose for which it 
was requested and for which the applicant’s full consent has been given. 

 
  


