
RYA Guidance on handling DBS certificates 

Applicant shows you their 
DBS Certificate

If they are unwilling to show the 
certificate to you, offer them the 

option of sending it to the RYA 
Safeguarding Manager, who will 
only disclose to you information 
the RYA considers to be relevant 

to the role.
Will their role involve 

Regulated Activity with 
children/vulnerable adults?

Does the relevant box 
headed ‘DBS 

Children’s/Adults’  Barred List 
Information’ state that the 

applicant is Barred?

If the applicant is Barred from 
working with the relevant 

group, both your 
organisation and the 

applicant will be committing 
a criminal offence if you 

knowingly deploy them in 
Regulated Activity.

Does the applicant hold an 
RYA Instructor, Coach or Race 

Official qualification?

Tell them that you must 
inform the RYA.  Contact the 
RYA Safeguarding Manager 

on 023 8060 4104.

Does the box headed ‘Police 
Records of Convictions, 

Cautions, Reprimands and 
Warnings’ contain anything 

other than ‘None 
Recorded’?

Inform another person in 
your organisation who shares 
responsibility for recruitment 

decisions – eg. Centre 
Principal, Club Commodore, 

Welfare Officer

Ask the applicant to provide 
any background information 

they feel is relevant.

Contact the RYA Safeguarding 
Manager on 023 8060 4104 if 

you require assistance with 
carrying out a risk assessment 

process.

Make a recruitment decision based on all of the  information 
received about the applicant: qualifications, experience, 

interview, references, observation of their work, DBS check.

RYA takes a decision on the 
applicant’s RYA 
qualifications.
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Keep a record of the applicant’s name, DBS Certificate number, 
date of issue and recruitment decision.  The RYA can store 

these details if you wish, e-mail them to disclosure@rya.org.uk
In line with the DBS Code of Practice, DO NOT keep a copy of 

the DBS Certificate.  Remind applicants that they can subscribe 
to the DBS Update Service.
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