QA1 - Quality Assurance Regime



A robust quality assurance process is a requirement of the Quality Assurance Framework. Statutory Guidance at Principle 5 states:
Principle 5 - There should be a sufficient and clear audit trail to record the decision-making process and support quality control

35. There should be a clear audit trail running through the decision-making process. The reasons for key decisions within that process should be adequately documented, together with the identity of those responsible for them. This will underpin quality control processes which Chief Officers should ensure are applied on a regular and systematic basis.

36. It will also be critical to enabling effective review processes where specific decisions are challenged.
The QAF documentation helps your force achieve the above, there is an audit trail of how searches are to be conducted (AT1), what information is to be recorded (AT2) and rationales of what decisions have been made (AT3).
Using each stage of the process QAF asks that a sample of cases are used for quality assurance based on the complexity, volume and risk.
The table below states the agreed level of quality assurance to be undertaken within the Disclosure unit.

	Ref.
	CRM Response
	% of cases to be QA’d

	1
	No Trace
	2%

	2
	Not Relevant
	2%

	3
	Relevant No Information
	5%

	4
	Approved Information
	5%


The requirements above do not replace local QA processes for new starters and /or staff on performance plans.
Quality assurance checks undertaken by forces, and any subsequent remedial action must be recorded locally as per force processes. SCU reserve the right to request evidence of a quality assurance process but will not comment on individual staff performance nor will they contribute to any performance management reporting, this is a matter for the force and force policies.
All QA must also check that the notification has been closed correctly on CRM. Use the NID or application reference to ensure that the notification has been returned to DBS correctly.
If a case has been closed on CRM without the addition of the approved information or with incorrect/inaccurate approved information identified on a QA check please complete an AT12 and send to the DBS Disputes team, copying in the SCU AT12 inbox.
QA Process Requirements
	Ref.
	CRM Response
	% of cases to be QA’d

	1
	No Trace
	2%

	2
	Not Relevant
	2%

	3
	Relevant: No Information to Disclose
	5%

	4
	Approved Information
	5%


1 - No Trace QA
No Trace decisions contain the highest level of risk so the suggested % to check is 2%. Using the AT1 repeat the system searches for the applicant/third party and ensure the No Trace decision is correct. There are no records held on local systems that belong to the applicant/Third party.
Check on CRM that the notification has been closed correctly. 

If any remedial action is required, note this locally.
Contact DBS with an AT12 to request return of a case if any information should have been disclosed as Approved Information and a ‘No Trace’ decision was made in error.

2 – Not Relevant QA
Not Relevant decisions indicate that some information has been found on local systems but the information is such that it does not require further consideration. 
Use the AT1 repeat system searches and identify information belonging the applicant/third party. Using your AT1 and the MP3/6 ensure that the information has been correctly determined not to be relevant for further consideration.

If any remedial action is required, note this locally.

Contact DBS with an AT12 to request return of a case if any information should have been disclosed as Approved Information and a ‘Not Relevant’ decision was made in error.

3- Relevant: No Information to disclose.
Relevant: No Information to disclose decisions indicate that some information has been found belonging to the applicant/third party and has required a decision that the information should not be disclosed, this decision can be made at Section 2,3 or 4 of the AT3 and each stage requires a QA of the rationales for the decisions taken.

Use the AT1 to ensure the correct information has been identified and that any force specific policies have been correctly applied.

Use the AT2/3 to review the rationales explaining the decisions taken, use the MP and GD documents to ensure the audit trail is a clear and cogent log of all decisions taken.

If any remedial action is required, note this locally.

Contact DBS with an AT12 to request return of a case if any information should have been disclosed as Approved Information and a ‘Relevant: No Information to Disclose’ decision was made in error.

4 – Relevant: Approved Information
Relevant: Approved Information decisions indicate that some information has been found belonging to the applicant/third party and a decision has been made that the information ought to be disclosed, this decision is made at Section 4 of the AT3 and each previous AT3 section requires a QA of the rationales for the decisions taken.

Use the AT1 to ensure the correct information has been identified and that any force specific policies have been correctly applied.

Use the AT2/3 to review the rationales explaining the decisions taken, use the MP and GD documents to ensure the audit trail is a clear and cogent log of all decisions taken.

Use the GD2 to ensure all information has been accounted for, if some detail is to be disclosed ensure the reason why has been covered within the rationales and that it also appears in the text. Conversely, if some detail is not to be disclosed ensure the rationales state how and why this decision has been reached and ensure the final disclosed text does not contain this detail.

Ensure the accuracy of the information within the text, check the spelling of applicant/third party names and check for accuracy of all dates entered, dates of birth and dates of offence etc.

Check on CRM that the closed notification contains an accurate approved information text in the 6c format and belonging to the correct application.  

If you have disclosed approved information and received the case back from DBS, either via conflict or from DBS sampling process if you wish to continue to disclose the information you must close the notification as Relevant Information: Approved Information and add the approved text again. A DBS certificate is populated with the final decision only so please ensure to add any text on each cycle.

If any remedial action is required, note this locally.

Contact DBS with an AT12 to request return of a case if any information should have been disclosed as Approved Information and a ‘Relevant: No Information to Disclose’ decision was made in error.

If the approved information is found to belong to another individual, then you must inform DBS of a data breach and report the matter internally via your usual Data Protection route.
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