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Board of Finance

Diocesan Safeguarding Adviser : Julian Hodgson

Dear Incumbent or Parish Safeguarding Co-ordinator
DBS: Evidence of Identity confirmation form 2013
Thank you for agreeing to assist in helping to confirm the identity of another DBS applicant.  Guidance Notes for completing the application forms are available from the DBS  website https://www.gov.uk/government/organisations/disclosure-and-barring-service.  www.derby.anglican.orgIt will save time in the long run if forms are completed accurately.  If you are unsure how to complete the verification of identity, what to put on the attached form, or anything about the DBS Application Form please contact us before you return the form.  I can be reached on 07891 181893, or Pam at Church House 01332 388676, and we will try to help.  Training is also available, details of which are on the Diocesan website    

The attached green form is part of a process involving the Disclosure and Barring Service and therefore we ask that it is only completed by either an Incumbent or Parish Safeguarding Co-ordinator.  (If new, the Parish Safeguarding Co-ordinator will need to have received an Enhanced Certificate in order to do this identity check.)

Applicants are asked to provide a minimum of three documents of identity and one of these must show their current address, name and date of birth.  If they already have a Certificate for employment elsewhere this can be transferred so long as it is less than two years old and meets all six criteria on the reverse of this letter.  If an existing Certificate is to be used then complete only the green form (Evidence of Identification Confirmation and Portability Form).  However they will also need to complete a Derby Diocesan Confidential Declaration Form.  Both forms should be sent to us at Church House.
THE DERBY DIOCESAN CONFIDENTIAL DECLARATION FORM gives the applicant the opportunity to disclose any criminal convictions, warnings, cautions or reprimands at an early stage.  This information MUST BE RETAINED CONFIDENTIALLY within the parish and a copy sent to me.  Research in the Church of England on Confidential Declaration Forms shows that those with a criminal history welcome the opportunity to disclose the details at an early stage in the process.  Please do not assume that there are no convictions (no matter how well you know them); everyone must have completed a Diocesan Confidential Declaration Form before submitting a DBS application.  WE CANNOT PROCESS THE DBS APPLICATION UNTIL WE HAVE THE CONFIDENTIAL DECLARATION FORM.  Changes will be made to the Confidential Declaration Form to meet the requirements of the Protection of Freedoms Act.  However, until new forms are issued by Church House in London, you are permitted to use the existing form.
CHECKING THE DBS APPLICATION FORM

Please check that the applicant has completed all the sections that they are required to complete.  You may need to read the advice letter from the Diocese which accompanied the application form.  Please make sure the applicant has signed and dated the form in Section e and that they have used BLACK INK. 

Please complete SECTION w.  This is where you record your name.

Please complete SECTION x using only the posts recorded on the back of this letter.  Please note that the workforce should be on line 1 and the job title on line 2.
Remember please DO NOT WRITE OR SIGN IN SECTION y. It is our responsibility as the registered persons to complete Section y.

Thank you again for your help.

Yours sincerely

Julian Hodgson
Derby Church House    Full Street    Derby    DE1 3DR

Mobile: 07891 181893  Tel: 01332 388650  e-mail: julian.hodgson@derby.anglican.org
Accepted posts  

	Parish Safeguarding Co-ordinator (child or adult)(Incumbent only to verify)

	Reader

	Pastoral Assistant

	Commissioned Lay Worker

	Paid Children’s, Youth and Families Worker

	Musical Director/Organist/Choir Leader with children

	Youth Leader/Youth Worker/Youth Helper

	Children’s Leader/ Children’s Worker/Children’s Helper

	PCC approved official driver

	Pastoral visitor/Home visitor (approved by PCC)

	PCC approved Luncheon Club Leader/Assistant

	Tower Captain or Ringing Master (training children)

	Safeguarding Leads on PCC (Churchwardens)

	


Verification of Identity

The minimum number of documents needed for identification is THREE.  Applicants will need to provide:

EITHER one document in Group 1 and two others from any group or one from group 2a and two from 2a or 2b  ONE document MUST show the applicant’s name, one the date of birth and one the current address. 

Below are the most common documents but please see DBS website for full list.

Group 1 documents: 
Valid UK or EEA Passport
UK Driving Licence (photocard)
Original Birth certificate (issued within 12 months of the DOB)
Group 2a documents: 
Valid (non-EEA) Passport

UK Driving Licence (paper)

Birth certificate (issued after 12 months of the DOB)
Marriage/Civil Partnership Certificate;

Adoption Certificate

Group 2b documents may include: 
P45/P60 Statement;**
Mortgage Statement;*
Benefit Statement* 
Utility Bill issued to the applicants address
         (Gas/Electricity/Phone etc – NOT MOBILE PHONE);*






Bank, Store Card or Credit Card Statement;*
*
Must be less than three months old and not more than one form the same provider.

**
Issued within past 12 months.
If the applicant already has an Enhanced Certificate
If the applicant already has an Enhanced  Certificate (issued within the last 2 years) from employment in an organisation such as Education/Children’s Social Care or Health we may be able to accept it as valid for this position.  Holiday camps/scouts/guides however are now no longer acceptable.

It can only be accepted if all of the following conditions are met;

· The Certificate is less than 2 years old; 

· They are still in the same job or post for which the Certificate was sought;

· It is for the same or similar job type;
· The validation must still be done;
· It is accompanied by a written reference from the previous employer/appointer confirming that the applicant was employed after the check was completed;
· The Certificate is clear.
