Guide for a Club Secretary or VPO on how to complete a
DBS Disclosure Application Form

Background:

The Criminal Records Bureau (CRB) merged with the Independent Safeguarding Authority (ISA) in
December 2012 to form the Disclosure and Barring Service (DBS). This merger was part of the Protection of
Freedoms Act 2012. The DBS combines the criminal record-checking function of the CRB with the barring
function of the ISA.

Introduction:

Identity verification is an important part of the DBS process. The identity information provided is used to
search for any relevant police records and entries on the DBS’s barred lists where relevant. Without accurate
identity information, the DBS may not be able to provide full and accurate information which will impact on
the safeguarding of vulnerable groups. Providing as much detail as possible on the application form and as
part of the identity verification process makes it easier and quicker for DBS to accurately process
applications.

Important Note:
A Club Secretary or Vulnerable Persons Officer (VPO) are evidence checkers, therefore they cannot verify
the identity of a relative or partner, people who live in the same house as them, or a personal friend.

Guide:

This guide has been put together to help ensure that the information you provide is accurate, resulting in
improved processing times. Currently we are very poor at sending our completed forms to the DBS service
correctly filled in, which means we are on the wrong side of the national average by quite a long way!

Rules:

When completing the form you must follow these rules.

YOU MUST

Use BLACK INK throughout.

Use CAPITAL LETTERS throughout when completing the form.
Write clearly and insert only one character in each box.

Please ensure that you leave one box blank in between each word or number.
Put a line through a mistake, and correct it to the right.

Mark choices in the box with a cross (X).

DO NOT

Write over the edges of each box.
Place stamps or stickers on the form.
Staple anything to the form.

Use correction fluid.



Once a Club Secretary or VPO has received a DBS Application form they should first check to see that they
have got all the documentation from the applicant as detailed below:-

® A completed DBS application form.

® Application form continuation sheet(s) [if they have used any].

® Consent Policy Disclosure and Barring Service and the Privacy Policy - Standard/Enhanced Checks
(Paper and E-Bulk Applications) Declaration.

e Identity documents - See section “Documents that you must provide to prove your identity”.

e The original plus a photocopy of each identity document. (The original documents and a photocopy
of each should be shown to the Club Secretary or VPO. The Club Secretary or VPO will verify that
they have seen the originals before sending the signed and dated photocopies to the District
Countersignatory. They will then return the originals to the applicant. The District Countersignatory
will shred the photocopies only after the DBS certificate has been issued).

The Club Secretary or VPO needs to take the following actions upon receipt
of an application.

e Check to ensure that the applicant has registered with the Update Service (See separate note on the
next page).

e Sign and date the photocopies of the identity documents as a true record of the applicant’s identity.

e Complete questions 58 and 59 in section W on the back page of the DBS Application form. (see
details below as to how these must be completed).

e Forward the DBS Application form together with any continuation sheet(s) [if they have used any],
Consent Policy Disclosure and Barring Service and the Privacy Policy - Standard/Enhanced Checks
(Paper and E-Bulk Applications) Declaration and the signed and dated ID Photocopies to your
nearest countersignatory (Please see DBS the district webpage
https://www.lions105ce.org/dbsvulnerable-persons.html) to see a list of all district countersignatories.

Section W — Evidence of Identity

58) Name of evidence checker
Please ensure that the Club VPO uses all their Christian Names and Surname when completing this question.

59) Have you established the true identity of the applicant, by examining a range of documents
as set out in DBS guidance, and verified the information provided by the applicant in sections
a and b, by completing the verification check boxes?

Place an X in the YES box.

Update Service:

When the Disclosure and Barring Service was set up they launched a new service called the Update Service.
This lets applicants keep their DBS certificates up to date online and allows the Lions Clubs International
MD Vulnerable Persons Officer (MV VPO) to check a certificate online if required to do so.

Lions MD Policy recommends that applicants sign up to this service to avoid the need to re-apply for
another DBS check every 4 years whilst they remain a member of Lions Clubs International. As a member



of a voluntary organisation this service is free. As the Club Secretary or VPO, you will need to check that the
member has signed up to this service before you submit their form to the Countersignatory.

All Lions are treated as volunteers so they do not have to pay for this service. Once a year around 30 days
before the anniversary that members subscribed to the service, they will receive an email from the DBS
Update Service team requesting that they confirm that they wish to continue with their subscription for
another year. NOTE: If members fail to respond to this request before their subscription runs out, then it will
be cancelled. This would result in having to apply for a new certificate 4 years after the previous one runs
out.



Documents that applicants must provide to prove their identity

One of the documents provided by the applicant from Route 2b must show the applicant's National
Insurance Number (P45 or P60 statement).

The documents needed will depend on the route the application takes. The applicant must try to provide
documents from Route 1 first.

Route 1
The applicant must be able to show:
e one document from Group 1, below
e two further documents from either Group 1, or Group 2a or 2b, below

At least one of these documents must show the applicant’s current address.

If the applicant isn’t a national of the UK and is applying for voluntary work, they may need to be fingerprinted if
they can’t show these documents.

Route 2
Route 2 can only be used if it’s impossible to process the application through Routel.

If the applicant isn’t a national of the UK and is applying for voluntary work they can’t use Route 2.
If the applicant doesn’t have any of the documents in Group 1, then they must be able to show:

e one document from Group 2a
e two further documents from either Group 2a or 2b

At least one of the documents must show the applicant’s current address. The organisation conducting their
ID check must then also use an appropriate external ID validation service to check the application.

Route 3
Route 3 can only be used if it’s impossible to process the application through Routes 1 or 2.

For Route 3, the applicant must be able to show:
e a birth certificate issued after the time of birth (UK, Isle of Man and Channel Islands)
e one document from Group 2a

e three further documents from Group 2a or 2b

At least one of the documents must show the applicant’s current address. If the applicant can’t provide these
documents they may need to be fingerprinted.



Group 1: Primary Identity Documents

Passport

Any current and valid passport

Biometric residence permit

UK

Current driving licence
photocard (full or provisional)

UK, Isle of Man and Channel Islands. From 8 June 2015, the paper
counterpart to the photocard driving licence will not be valid and will no
longer be issued by the DVLA

Birth certificate — issued
within 12 months of birth

UK, Isle of Man, and Channel Islands — including those issued by UK
authorities overseas, e.g. Embassies, High Commissions and HM Forces

Adoption certificate

UK and Channel Islands

Group 2a: Trusted Government Documents

Current driving licence
photocard (full or provisional)

All countries outside the UK (excluding the Isle of Man and Channel
Islands)

Current driving licence
photocard (full or provisional)
- paper version (if issued
before March 2000)

UK, Isle of Man and Channel Islands. For a paper licence to be valid it
must be issued before March 2000 and all information, including name
and address, must be up to date

Birth certificate — issued after
time of birth

UK, Isle of Man and Channel Islands

Marriage/civil partnership
certificate

UK and Channel Islands

Immigration document, visa or
work permit

Issued by a country outside the UK. Valid only for roles whereby the
applicant is living and working outside of the UK. Visa/permit must relate
to the non-UK country in which the role is based.

HM Forces ID card or HM
Armed Forces Veteran card

UK

Firearms licence

UK, Isle of Man and Channel Islands




Group 2b: Financial and Social History Documents

Document Notes Issue date and validity
Mortgage statement UK Issued in last 12 months
Bank or building society statement | UK and Channel Islands Issued in last 3 months

Bank or building society statement

Countries outside the UK

Issued in last 3 months - branch
must be in the country where the
applicant lives and works

Bank or building society account UK Issued in last 3 months
opening confirmation letter

Credit card statement UK Issued in last 3 months
Financial statement, for example UK Issued in last 12 months
pension or endowment

P45 or P60 statement UK and Channel Islands Issued in last 12 months
Council Tax Statement UK and Channel Islands Issued in last 12 months

Letter of sponsorship from future
employment provider

Non-UK only - valid only for
applicants residing outside of the
UK at time of application

Must still be valid

Utility bill UK — not mobile telephone bill Issued in last 3 months
Benefit statement, e.g. Child UK Issued in last 3 months
Benefit, pension

Central or local government, UK and Channel Islands Issued in last 3 months

government agency, or local
council document giving
entitlement, e.g. from the
Department of Work and Pensions,
the Employment Service, HMRC

EEA National ID Card Must still be valid

Irish Passport Card Cannot be used with an Irish Must still be valid
passport

Cards carrying the PASS UK, Isle of Man and Channel Must still be valid

accreditation logo Islands

Letter from head teacher or college | UK — for 16 to 19 year olds in full | Must still be valid

principal

time education - only used in
exceptional circumstances if other
documents cannot be provided




