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1. PURPOSE 
 

Mears Group has a duty of care to protect the well-being of the people of Mears Group 
and, in particular, those groups or individuals in its care who are considered to be 
especially vulnerable or at risk, such as young people, the elderly and those with 
disabilities. Therefore, will take all reasonable steps to ensure that those of its employees, 
volunteers and contractors who work with or otherwise come into contact with these 
vulnerable groups are suitable to undertake the work.  
 
We will carry out a background check on a prospective employee by virtue of that 
individuals’ profession or because of the nature of the job that is being offered. Mears 
Group currently undertakes background checks using Disclosure and Barring Service in 
England and Wales, Disclosure Scotland in Scotland and Access NI in Northern Ireland and 
there are different types of checks that can be conducted depending on the position 
being offered.  
 
It should be noted that any position involving access to sensitive information is likely to 
require additional security vetting such as Baseline Personnel Security Standard (BPSS) 
security clearance check, Counter-Terrorist Check (CTC) or Security Check (SC) clearance. 
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Should you require any further information regarding these checks that you are required 
to undertake as part of your role, please refer to your line manager. 

 

This policy aims to provide guidance to managers and employees on the requirements and 
process of background checks required across the Group. Applied to all of Mears Group 
with the exception of our Asylum business, where separate policies regarding Disclosure 
and Baring Services (DBS) Check, Disclosure Scotland and Recruitment of Ex- Offenders 
policies are in place. 
 
This policy takes account of our obligations under the Police Act 1997, Human Rights Act 
1998, Criminal Justice and Court Services Act 2000, Safeguarding Vulnerable Groups Act 
2006, DBS Code of Practice, Disclosure Scotland, Protecting Vulnerable Groups Scheme 
Guidance for Individuals, Organisations and personal Employers 2010, Disclosure Scotland 
Code of Practice, Protection of Freedoms Act 2012, Police Act 1997 (Criminal Records) 
(Scotland) Regulations 2010,  Police Act 1997 and Protection of Vulnerable Groups 
(Scotland) Act 2007 Remedial Order 2015, Data Protection Act 2018, Modern Slavery Act 
2015.  
 
Reference to our policy and procedure on spent or unspent convictions contained on a 
background check is within the Recruitment of Ex-Offenders Policy. 

 
2. SCOPE 

 
Whilst background checks form one part of compliance checking, there are also other 
mandatory checks that are required for roles such as Right to Work in the UK, Security 
Vetting checks; therefore this policy should be read and applied in conjunction with other 
associated policies and procedures.  
 
The aim of this policy is to set out the principles relating to obtaining background checks 
and draw attention to the responsibilities and legal liabilities that may arise.  

 
This policy applies equally to internal candidates (i.e. those already employed by Mears) as 
well as external candidates being considered for employment or volunteer positions.  
 
It will also apply where external agencies recruit and employ staff to carry out contract 
work on behalf of Mears Group or where external agencies supply staff to work within 
Mears. It is the Agencies responsibility to carry out these checks. Any risk assessments 
required should be signed off by an authorised person within Mears Group as the 
appointed contractor. 

 
3. DEFINITIONS 

 
Line Manager - refers to the direct line manager on Workday for the employee, 
alternatively in the event that they are not available, then the manager’s manager. 
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Hiring Manager – refers to the manager responsible for carrying out the recruitment 
process and makes decision on selection as part of the recruitment process. This is usually 
the direct line manager. 
 
HR – primarily refers to the HR Administration and the HR Case Handler team. 
 
Employee – is an individual who is directly employed by Mears Group and or any of its 
subsidiaries. It does not include self-employed, agency or contractors for the Group. 

 
4. RESPONSIBILITIES 
 

Under the policy, responsibilities are devolved as follows:  
 
Line Manager:-  

• Read and understand contents of policy and procedure 

• Ensure the relevant background check is completed by the employee in line with 

the relevant job profile 

• Treat any background check process confidentially and sensitivity  

• Maintain regular contact with employee in line with policy  

• Carry out a fair and thorough risk assessment if required if a check is not clear 

  
 Applicants:- 

• Accountable for the completion for the relevant background check by completing 

the application and providing all the relevant documents to complete the check 

• Must disclose any convictions / cautions required to in line with the Recruitment of 

Ex-Offenders Policy at the interview stage 

 
 Employees:- 

• Cooperate fully with the process avoiding unnecessary delays 

• Update your line manager immediately of any changes in their personal 

circumstances which may impact upon their ability to satisfactorily discharge their 

duties 

 

HR:- 

• Provide advice and guidance on the application of the policy and related policies to 
candidates, employees and managers 

• Ensure Risk Assessments are completed and advice is given on any resulting 
actions 

• Ensure documentation is processed in a timely manner 

• Ensure Workday is accurately maintained 
 

Regional Director / Head of Service :- 
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• Responsible for monitoring renewal of background checks every 3 years (unless 
otherwise stipulated in line security vetting procedures) to ensure compliance 
within branches and manage outliers in line with the Improving Work Performance 
Policy. 
 

 
5. POLICY 

 
Recruitment  
 
All offers of employment are conditional on the return of a suitable Background check.  The 
level of check will be guided by the job profile but determined by the specific requirements 
of the role.  The process at pre hire and hire is outlined below:   
 

• The recruitment advertisement and any supporting information sent to prospective 
candidates will clearly state that any offer made will be conditional upon the type of 
background check. 

• Human Resources will be responsible for ensuring the process is consistently 
applied to all successful candidates. 

• Only the successful candidate will be subject to a background check. 

• Any offer of employment made will clearly stipulate that it is conditional to a 
satisfactory background check. 

• All Mears Group employees are required to obtain a minimum of a basic check. 

• It is conditional that all of Mears Extra Care Ltd employees obtain an enhanced 
certificate from the DBS and Mears Supported Living Ltd an enhanced PVG from 
Disclosure Service Scotland. 

• The Hiring Manager will ensure at interview stage candidates are aware of the 
Group’s policy on Background checks. 

• When a check is returned, in the event that the check has content, a risk assessment 
meeting with the individual may be necessary before a decision is made regarding 
the employment offer.  

• The risk assessment will take into consideration the conviction in line with the duties 
of the role offered, along with an explanation from the individual and whether 
relevant information was disclosed within the application.  

 
Process 
 
All roles within the Group require a level of background check and this is held against each 
job profile within Workday. Depending on the level of check, it may list any spent and 
unspent convictions regarding an individual. This check can only be carried out by a 
recruiting organisation in England, Wales and Scotland and Northern Ireland.  
 
Where a candidate has a certificate that is part of an online updating service, enabling the 
certificate to always be up to date and transferable between employers, Mears Group will 
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endeavour to follow the relevant legislation at the time to determine if a further check is 
required for the particular role on offer.  
 
There are different Disclosure checks which need to be carried out depending on the job 
role, jurisdiction of the governing body and the specific requirements of duties that are 
being carried out. Some roles will require a more detailed check, and these can be found 
by using the DBS Eligibility checker tool via the link below:  
 
https://www.gov.uk/find-out-dbs-check 

 
Transgender process 
 
DBS and Disclosure Scotland offers a confidential checking process for transgender 
applicants. 
 
In the event that you wish to make a sensitive application under the relevant Governing 
body, please ensure the relevant notification has been made before you application is 
processed with Mears. 

 
Types of checks 
 
The types of checks that are processed via Disclosure & Barring Service, Disclosure 
Scotland and Access NI are: 
 

• Basic 

• Standard 

• Enhanced 

• Protection of Vulnerable Groups Membership Scheme (PVG – Scotland Only) 
 

Where possible the Company will process background checks via Authentiquest except 
for PVGs and Access NI checks. 
 
PVGs are processed at Branch with an appropriate counter signatory. 
 
Access NI is different to the other background checks as a basic check is the responsibility 
for the prospective employee to obtain directly from Access NI. When a standard or 
enhanced check is required, the application must be counter-signed by an approved 
Mears Group counter signatory. The prospective employee will need a NI direct account 
to apply. Mears Group will supply the prospective employee with a personal identification 
number (PIN) to allow the applicant to process the application.  
 
Information provided on checks 
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The Company must follow the guidelines for the types of checks permitted for different 
duties carried out in line with the relevant legislation. Failure to do so may mean loss of 
Registered Body Status for the Company. 
 
Basic certificates will contain details of convictions and cautions from the Police National 
Computer that are considered unspent. 
 
Standard certificates will contain details of the individual’s convictions and cautions (both 
spent and unspent) and police warnings.   
 
Enhanced certificates go further and will also include relevant police information and 
confirmation as to whether or not the individual is on a statutory list.  
 
PVG records (Scotland only) will also include relevant police information and confirmation 
as to whether or not the individual is on a statutory list and/or is barred from regulated 
work. 
 
For Scotland only, Disclosure Scotland certificates and records will contain details of 
unspent convictions.  With regards to spent convictions; they will contain details of 
convictions (serious offences) that must always be disclosed or convictions that are 
subject to rules but will not contain details of protected convictions.  Further information 
regarding all this can be found at:  
 
https://www.mygov.scot/convictions-higher-disclosures/ 
 
Recruitment of Ex-offenders 
 
The fact a potential candidate possesses a criminal record will not preclude an offer of 
employment. Mears Group complies fully with the Disclosure & Barring Service Code of 
Practice, the Disclosure Scotland Code of Practice in Scotland, Access NI Code of Practice 
in Northern Ireland. The Company undertakes to treat all candidates fairly and will not 
prejudice an individual on the basis they have a criminal conviction. For further details, 
please refer to the Recruitment of Ex- Offenders Policy. 
 
For all candidates whose certificate highlights either a disclosed or undisclosed conviction 
or other causes for concern the lead signatory must be informed. The line manager will be 
responsible for completing a risk assessment to determine the next and appropriate steps 
with advice from the HR Department.  
 
Re-checking existing employees 
 
Any Mears Group employees, who have previously undertaken a background check 
application relevant to their post, will be required to undertake a new background check 

https://www.mygov.scot/convictions-higher-disclosures/
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application on a three-yearly basis or sooner if required, unless otherwise stipulated by a 
higher level security clearance check.  
 
If an existing employee is offered a new position within Mears Group, they may be 
required to undertake a further background check before the three-year basis stipulated 
above. This could be due to the new role includes a higher-level check outlined against the 
job profile in Workday or alternatively the renewal date of the next check is within the 
next 12 months.  
 
All employees will be expected to comply with the necessary checks and any employee 
refusing to comply with the request may be subject to a disciplinary investigation.  
 
Annual Declaration (Care only) 
 
Employees employed by either Mears Extra Care Ltd or Mears Supported Living Ltd must 
completed and sign an annual declaration to confirm that there have been no changes to 
their background check status. A template annual declaration can be found in Appendix A. 
 
DBS Barred Lists (England and Wales only)  
 
A system is in place which is intended to prevent barred individuals from working in 
particular activities (known as “regulated activities”) with children and adults in certain 
situations. The objective of this is to promote the protection of vulnerable groups of 
people. The DBS is responsible for ensuring the protection of these groups and as such 
has a list of individuals who are barred from working in regulated activities.   
 
When recruiting to posts which undertake regulated activities with one or both vulnerable 
groups, Mears Group will request checks to be made against the relevant barred list(s) as 
part of a DBS check.  
 
It is a criminal offence for barred individuals to work with or apply to work with children 
or vulnerable adults. Employers also commit a criminal offence if they knowingly employ a 
barred individual in such posts. 
 
Further information about regulated activities and levels of DBS checks can be found at:  
 
https://www.gov.uk/guidance/dbs-check-requests-guidance-for-employers 
 
Protection of Vulnerable Groups (PVG) Scheme (Scotland only) 
 
Disclosure Scotland has a similar system in place to prevent barred individuals from 
carrying out ‘regulated work’ with protected adults and work with children and maintains 
lists of those individuals who are unsuitable to carry out regulated work.  The PVG 
Membership Scheme ensures that those who either have regular contact with vulnerable 

https://www.gov.uk/guidance/dbs-check-requests-guidance-for-employers
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groups through the workplace or are otherwise in regulated work; do not have a history 
of inappropriate behaviour.  The PVG Scheme provides organisations with a means of 
satisfying itself that those doing paid or unpaid regulated work for it are not barred from 
doing so.  Disclosure Scotland issues PVG Scheme Records and PVG Short Scheme Record 
Disclosures for this purpose.   
 
When recruiting to posts, in Scotland, which undertake regulated work with one or both 
vulnerable groups, Mears Group will request a check to be made against the relevant 
barred list(s) as part of a Disclosure Scotland PVG check.  
 
Further information about regulated work and levels of Disclosure Scotland checks can be 
found at:  
https://www.mygov.scot/disclosure-types/ 
 
Risk Assessment 
In determining whether or not to offer employment to an individual who has a criminal 
record or information of interest on their certificate a Risk Assessment must be 
conducted. The key considerations to make are: 
 

 Comparing the candidate’s skills and experience to the conviction circumstances.  
 

The risk criteria identified for the job on offer and deciding on the relevance of the 
conviction or other information to that job including: 
 

• The employer's duties in law  

• The nature of the criminal offence  

• When it happened and when it will be spent  

• The circumstances 

• The sentence  

• Patterns of offending  

• Efforts to avoid re-offending  

• Job requirements  

• Possible and reasonableness of any safeguards within the workplace.  
 

A Risk Assessment form should be completed by the Hiring Manager/Line Manager and 
submitted to the Regional Director who will in turn discuss with the HR Business Partner 
and the Chief Operating Officer for review and consideration in the following 
circumstances: 
 

• If an applicant receives a positive disclosure following a DBS/PVG check, or  

• If an employee declares any new convictions or cautions during their employment 
 

An offer of employment should not normally be considered for any Care applicant who 
has a conviction or caution which is dated within the previous two years. 

https://www.mygov.scot/disclosure-types/
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It may be necessary to seek alternative employment within the business for any employee 
who receives a conviction or caution which affects their ability to carry out their 
substantive role. If no alternative employment is identified, then this may result in the 
termination of their employment. 
 
 
A template Risk Assessment can be found at Appendix B. 
 
Candidate awareness  
 
Where a certificate identifies a criminal record or information, the applicant should be 
given the opportunity to give a full account of the circumstances, this includes any 
extenuating circumstances and their efforts to avoid re-offending. 
 
Where assessment against the risk criteria indicates that the applicant could be employed 
on a conditional basis provided that extra safeguards are put into place, the appointing 
officer should discuss these with the applicant and explain the reasons for them and seek 
agreement. 
 
Volunteers and Students 
 
Volunteers - Mears Group will ensure DBS or Disclosure Scotland checks are applied for 
where volunteers work in positions that are eligible for this. This check will normally be 
free, however, not all people who work free of charge are classed as a volunteer with the 
DBS or Disclosure Scotland. To qualify for a free DBS or Disclosure Scotland check, the 
role must meet the DBS’s or Disclosure Scotland definition of a volunteer which is a 
person who is engaged in any activity which involves spending time, unpaid (except for 
travelling and other approved out-of-pocket expenses), doing something which aims to 
benefit some third party other than, or in addition to, a close relative‟. Therefore, 
students gaining credits towards qualifications, people on work experience, carers, etc. 
must pay for their checks.  
 
Student Placements - Mears Group requires new background check applications to be 
undertaken for all students prior to the student starting placement.  
 
Agency and Contractors 
 
Those responsible for hiring agency or contract workers on behalf of Mears Group must 
ensure that the requirement for such individuals to have completed appropriate levels of 
background checks (and that such certificates are satisfactory) forms part of any 
contractual agreement. In the event there is a requirement for a risk assessment, this 
should be done by an appropriate manager within Mears Group. 
 
Social Media Screening 
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As part of the recruitment process, Mears Group does not utilise a social media screening 
process. However if it is brought to the attention of the Company there may be 
information on a social media site where a post may be perceived as having the potential 
of bringing the Company name into disrepute either during a recruitment process or 
during employment, this should be subject to an appropriate investigation in line with 
appropriate company policies and procedures. 
 
Foreign nationals 
 
DBS and Disclosure Scotland cannot gather information on individuals from overseas 
countries.  Where appropriate, Mears Group will ask prospective employees to provide a 
criminal record certificate or certificate of good character, where available, from their 
government or an appropriate government/police agency in the country they were born 
and/or last resided in.  It must be remembered, that any documentation/records received 
in this respect may require translation from the relevant language into English and they 
may contain offences that do not have a direct equivalent or similar offence in English or 
Scots law; in these instances HR advice is to be sought.  All additional costs related to this 
are to be met by the individual. 
 
Further details and guidance can be found using the following website link: 
 
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-
applicants 
 
The Modern Slavery Act 2015 
 
At Group level, expectations are set for how our business conduct their activities through 
policies and procedures. As part of the checks in place within this policy, the aim is to help 
safeguard against human trafficking and individuals being forced to work against their 
will. 
 
By implementing appropriate background checks, this ensures Mears supports protecting 
vulnerable people for our employees, suppliers and clients in the communities we serve. 
 
In line with our commitment pursuant of the Act, we ensure that awareness is raised to 
employees and our supply chain are clear on our expectations as to their conduct, 
monitoring potential risks areas. 
  
Secure handling of information  
 
In line with Disclosure and Barring Service, Disclosure Scotland and Access NI appropriate 
handling and retention of background checks is outlined by each organisation. 
 

https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
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As part of secure handling of data, consideration must be given to records being available, 
accessed, interpreted, trusted, maintained, secured, retained and disposed of 
appropriately. Measures that have been put in place include, employees are given 
appropriate training to carry out background checks, training is provided on data 
protection and limited access is given to those who can process a background check 
within the Company.  
 
It is important to ensure information from background checks are appropriately handled 
so that information contained within them is protected as appropriate and the Company 
complies with relevant Data Protection legislation, maintaining its registered body status. 
To support secure handling of data, Authentiquest is utilised where possible for 
processing background checks. This is a digital platform for the applications to be 
processed, eliminating the requirement for processing hard copy forms via post.  
 
Processing of background checks via Authentiquest, is undertaken by the central Human 
Resources team for the business except for Care and also our Central Government 
contracts (Home Office and Ministry of Justice), where the processing of background 
checks is currently carried out by nominated branch personnel locally.  
 
For guidance on the retention of background check certificates in line with the relevant 
Codes of Practice, reference should be made to The Records Management and Archiving 
Policy which is available via Connect under IT Policies and Procedures. 
 

 
6. OTHER RELATED POLICIES & PROCEDURES  

 

• Recruitment Policy 

• Disciplinary Policy 

• Grievance Policy 

• Data Protection Policy 

• Equality, Diversity and Inclusion Policy 

• Safeguarding Children and Vulnerable Adults Policy 

• Right to Work in the UK Policy 

• Recruitment of Ex-Offenders Policy 

• Information Security Policy 

• Records Management and Archiving Policy 

• Community Volunteering Policy 
 
 
7. APPENDICES 
 

APPENDIX A – CARE ANNUAL DECLARATION FORM 
APPENDIX B – RISK ASSESSMENT 
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Appendix A - Annual DBS Declaration: 

 

 

I, .................................................(name of employee) declare that since I completed my 

DBS/PVG check on commencement of employment with Mears Extra Care/Mears 

Supported Living, I have received no convictions, cautions or bind-overs and have no 

police or court proceedings pending as of this date. I further declare that I will inform 

Mears Extra Care/Mears Supported Living of any convictions, cautions or bind-overs 

that I receive in the future. 

Signed: _____________________________________  Date: _____________________ 
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Appendix B – RISK ASSESSMENT 
 
To be completed in the event of a Positive Disclosure or declaration of caution or 
conviction by an applicant/employee: 

 

Name of employee:  

Job title:  

Location:  

Date discussed with 
employee: 

 

Name of manager 
conducting 
discussion:  

 

 

Questions to consider Possible 
responses 

Answer 
 

Comments 

Is the conviction 
relevant to the 
position? 
Consider the impact of 
the particular nature of 
the conviction(s) 
disclosed on the post.  
How relevant is it to the 
job role? 
 

Yes 
 
No 
 

  

Are you satisfied with 
the employee’s 
explanation of the 
circumstances 
surrounding the 
offence(s)? 
All positive disclosures 
should be discussed 
with the employee.  
Note down their 
explanation of the 
circumstances. 
 

 Yes 
 
Unsure 
 
No 

  

How serious do you 
consider the offence(s) 
to be? 

Major 
 
Moderate  
 
Minor 
 
 

  

Did the offence(s) 
occur recently? 

Within last: 
1 year 
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Was the offence 
committed as an adult, 
an adolescent or a 
child? 

3 years 
10 years 
Older 
 

At what age were the 
offences committed? 
 
 

State age   

What age is the 
employee now? 
 

State age   

Does the disclosure 
show a pattern of 
offending behaviour, or 
was the offence a one-
off? 
Repeated offences 
may indicate that the 
individual has not been 
able to change his/her 
offending behaviour, 
and be may more likely 
to re-offend. 
 

One-off 
 
Repeat – 
infrequent 
 
Repeat – frequent 

  

Have the 
circumstances that 
lead the employee to 
commit the offence(s) 
changed for the better? 
Look at all the 
circumstances, 
including the 
employment pattern 
and the individual’s 
own explanation.  
 

Yes 
 
No 
 
Maybe 

  

Did the employee 
declare the offence(s) 
when asked? 

Yes 
 
No – valid reason 
 
No – no valid 
reason 
 

  

Does the role allow the 
opportunity to re-
offend? 
Consider the nature of 
the post in relation to 
the disclosed 
offence(s)  
 

Yes 
 
No 

  

What level of 
management 
supervision does the 
employee receive? 
What opportunity would 
there be to re-offend?  

High 
 
Moderate 
 
Low 
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Will supervision reduce 
the risk? How much 
responsibility does the 
post carry? 
 
 

Does the post involve 
responsibility for 
finance, items of value 
or other high risk 
areas? 
This is particularly 
relevant where the 
disclosed offence(s) 
are related to robbery, 
burglary or fraud. 
 

High 
 
Moderate 
 
Low 

  

Any further 
considerations to take 
into account? 
 
 
 
 

 

 
 
 

Decision following consideration of outcome of risk assessment: 

Regional Director:  

HR Business 
Partner: 

 

Chief Operating 
Officer: 

 

 


