
Task List

*Please note before starting the DBS application process the appointer must have gained references for all new volunteers following the “safer recruitment” policy.*
When you issue a blank DBS Disclosure application

1. Make applicant aware of the ‘DBS Code of Practice’

2. Make applicant aware of website for guidance www.homeoffice.gov.uk/dbs
3. Issue to applicant the ‘Policy on the  Recruitment of Ex-offenders’

4. Ask applicant to complete a ‘Confidential Declaration’ form
When you receive a completed DBS Disclosure application

5. Check the DBS Disclosure application form

6. Check the identity documents

7. Complete a ‘Verification of Identity Certificate’ including issue and expiry dates 
8. Complete verification boxes mark ‘registered body use’ on inside pages of DBS form
9. Complete sections W & X on back page of form
10. Complete checklist on the reverse side of the ‘Verification of Identity Certificate’ indicating what level of check is being requested
11. Give identity documents back to applicant

12. Send completed DBS Disclosure application, Verification of Identity Certificate and Checklist to the diocesan Administrator for DBS & Safeguarding at the Old Palace (with fee if needed). Keep Confidential Declaration form in parish files (except those for Clergy, Readers, those with Permission to Officiate & Parish Representatives which are sent to Diocesan Office along with the application form)
13. Check the Confidential Declaration. If the applicant has marked ‘no’ to all of the questions then sign and date the ‘office use only’ box before filing. If any of the questions have been marked ‘yes’ then please contact the DBS & Safeguarding Administrator for advice

Time Limit Warning
If you have heard nothing 5 weeks after submitting an application you are advised to contact the DBS & Safeguarding Administrators office.  Meanwhile, the applicant should not be allowed to work with children and/or adults experiencing, or at risk of abuse or neglect.

Please note that incorrectly completed forms are now destroyed by the DBS, resulting in a new disclosure application being required.

When verifying an ‘Enhanced Disclosure’ certificate

14. Check the certificate is an original copy and is not a scanned or photocopied version

15. Complete the ‘Verification of Disclosure’ form in full. DO NOT make copies of the applicants certificate or the Verification of Disclosure form
16. Then post the Verification of Disclosure form to the administrator at the Diocesan Office
17. Await outcome letter before appointing, applicants must not start work until the parish has received the outcome letter

Blemished Disclosures

If the DBS Disclosure Certificate contains any additional information then please contact the DBS & Safeguarding Administrator for advice

Please note:





Section Y Parish or area representatives are not authorised to complete this section. Section Y can only be completed by an authorised counter-signatory at the Diocesan Office. 
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