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Diocesan Safeguarding Adviser: Julian Hodgson

Dear Applicant
Thank you for volunteering/applying for a post within your church.  The Church of England values highly the contribution of volunteers without which we would not be able to provide opportunities for our children, young people and vulnerable adults in the way we have done for many years.  The Church of England is mindful that our churches need to be a safe place of sanctuary for all those in need and consequently we have to have the highest standards of safer recruitment to ensure that no-one who is unsuitable for working with children or vulnerable adults is given access to them through the church.  We therefore ask your co-operation in completing a DBS application as part of the recruitment and selection process.  Please ensure that you sign a volunteer agreement form provided by your church and that you are aware of the person to whom you need to report any concerns or worries.

STEP 1: Confidential Declaration

Whether or not you have any criminal convictions, warnings, cautions or reprimands it is important that these are disclosed confidentially at this early stage, thus please ensure that you have completed the Derby Diocesan Declaration Form and have returned it to the Incumbent or Parish Safeguarding Children or Adult Co-ordinator in your parish.  Once you have returned the Declaration Form you are ready to complete the DBS Application Form.  
STEP 2: DBS Application

Please read and follow the guidelines on the front page of the application form. It will hopefully save you time in the long run.  The forms are scanned by the DBS using a computer so it is important to make sure the information is recorded in the right place and in the required format.  The computer will automatically reject forms that are incorrectly completed.  A computer is used initially as the DBS are processing thousands of applications each day from across the UK, not just yours.

Remember to use BLACK INK and if you make a mistake put a line through it and write the correction clearly to the right.  Do not use correction fluid (Tipp-Ex).  Please complete all the sections as indicated below.  Please write clearly using BLOCK CAPITALS and mark choices in boxes with a cross (X), not a tick.  

Section a
Please complete all questions following the guidance for each question.
Section b     Please complete.

Section c     Please complete if you have lived at your present address for less than five years.  
If you have more than three addresses to cover the last five years please either download an 

 Additional Information Form from the DBS Website or ask your PSC.

Section e
Please remember to sign and date.
Sections w, x and y  DO NOT COMPLETE THESE OR ANY FURTHER SECTIONS 

STEP 3 Verification of Identity
You have now completed all your parts of the form and you need to hand your completed application form together with ORIGINAL documents of Identity to the Incumbent or PSC as they still need to complete sections w and x.
The minimum number of documents needed for identification is THREE, one must have your current name, one must have your date of birth and one must have your current address.  A complete list of the valid identity documents is available on the DBS Website.  You will need to provide the following documents:

EITHER one document in Group 1 (listed below) and two others from Group 1 or 2

OR 
one document from Group 2a  (listed below) and two others from Group 2a or 2b

Group 1 documents: 

Valid UK or EU Passport

UK Driving Licence (photocard) both the card and paper counterpart must be seen

Original Birth certificate (issued within 12 months of the DOB)

Group 2a  documents: 

Valid UK, EU or non-EU Passport

UK Driving Licence (photocard or paper) 

Copy of Birth Certificate (issued after 12 months from the DOB) 

Marriage/Civil Partnership Certificate

Adoption Certificate 

UK Firearms Licence

HM Forces ID card

Group 2b  documents: 

Mortgage Statement (UK) **

Bank or Building Society Statement (UK) *

Credit Card Statement UK

Financial Statement (pension, endowment) UK

P45/P60 Statement;**

Council Tax Statement **

Utility Bill issued to the applicant’s address (Gas/Electricity/Phone etc not mobile phone);*

*
Must be less than three months old and not more than one form the same provider.

**
Issued within past 12 months.
If you receive any money for your role other than expenses you will need to pay for your DBS check.  This is currently £44.00 and we would be grateful if you could include a cheque for £44.00 made payable to The Derby Diocesan Board of Finance Limited (or ensure that whoever is paying provides this).  If your post is a volunteer there is no fee.

STEP 4 Completion

Once your completed form is sent back to Church House it is checked again before being passed to the DBS.  We would expect you to hear from them within about one month.  You will receive the only copy of your Certificate, which you should then present to your Parish Safeguarding Co-ordinator.
Many thanks for your co-operation. Please feel free to contact your Parish Safeguarding Co-ordinator if you need assistance in completing the form or would like further information about this process.

Julian Hodgson

Derby Church House   Full Street   Derby   DE1 3DR
Mobile: 07891 181893   Tel: 01331 388650   e-mail: julian.hodgson@derby.anglican.org

