DBS Application Form – notes for verifiers.
DBS application forms are ‘read’ by computer so it is vital that information is entered correctly and they are completed as neatly as possible.
Checking

· Check that black ink and block capitals have been used 

· Check dates – some require month and year and others require day, month and year
· Check that all forenames have been entered at A3 – check these against the letters in the driving licence

· Check that previous surnames and forenames have been entered at A5 & 6 – especially if Ms or Mrs has been entered at A1. Please note the dates in this section are MMYYYY format.
· Section A20/22/24 – please note if  the ‘yes’ box has been crossed when answering any of these questions that the information must be entered below.

· Check that there are no gaps in dates between ‘current’ and ‘other’ addresses for the past five years in section B. A continuation sheet should have been used if more space was required.

· Section X – this section must be completed in full. Please note the required format for 61-62 is;

X61 (line 1) – Workforce (e.g. child/adult/ child and adult workforce)

X61 (line 2) – Role/position

X62 – Organisation name (e.g. PCC/benefice/team or Diocese of Worcester)

X63 – we only do enhanced level checks, never standard.

X64, 65 & 66 – this section must be completed in full. For an ‘enhanced only’ check you should cross ‘no’ to all of the questions. For an ‘enhanced plus barred list’ check for those working with children please cross the  ‘yes’ box in X64. For an ‘enhanced plus barred list’ check for those working with adults please cross the ‘yes’ box in X65. Please note you are only entitled to request a ‘barred list check’ if the applicant is in regulated activity with children and/or adults, this is a legal requirement. If you are unsure please refer to the ‘Safer Recruitment’ policy or seek advice from the DBS & Safeguarding Administrator.
· Section Y should be left blank.
· ‘Registered Body Use Only’ – these boxes must be completed. The minimum requirement is that the verifier can complete a1-a3, a14 & current address. The boxes relating to a21, a23 & a25 can be completed if the supporting document has been verified.
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