DBS ID Checking Guidance Notes – April 2022

The applicant must provide a range of ID documents as part of the DBS check application process. As an employer you must: 

· follow the three route ID checking process as outlined 
· check and validate the information provided by the applicant on the application form/ continuation sheet 
· establish the true identity of the applicant through the examination of a range of documents as set out in this guidance 
· make sure the applicant provides details of all names by which they have been known 
· make sure the applicant provides details of all addresses where they have lived in the last five years 
· check that the application form is fully completed and the information it contains is accurate - failing to do this can result in delays 

When checking the validity of the documents it is best practice to carry out this examination face-to-face. Other alternative methods include via a live video link, for example Skype and FaceTime. In both cases you must be in physical possession of the original documents. Any risks identified when using live video must be assessed and mitigated by you if implementing this practice. 
You must not rely on the inspection of the documents via a live video link, or by checking a faxed or scanned copy of the document. 
If there are any discrepancies in the information provided by the applicant and/or the identity documents supplied, and fraud is not suspected, please ask the applicant to clarify. If you don’t do this, it may compromise the integrity of the DBS service and introduce risk to your recruitment or licensing arrangements. 
As an employer you must not attempt to amend the application form without the applicant’s knowledge and agreement. Doing this will invalidate the declaration by the applicant and may breach data protection legislation. 

Please refer to the DBS link below for further information.  ID checking guidelines for standard/enhanced DBS check applications from 1 July 2021 - GOV.UK (www.gov.uk).  

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

At least one of the 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 Route 1. 
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: 
· one document from Group 2a 
· 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: 
· a birth certificate issued after the time of birth (UK, Isle of Man and Channel Islands) 
· one document from Group 2a 
· 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.  
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GROUP 1 (Primary Identity documents) 
 
· Passport – any current and valid passport 
 
· Biometric Residence Permit - UK  
 
· Current Licence – 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 DVLA 
 
· Birth Certificate – issued within 12 months of birth – UK, Isle of Man, 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 Isle of Man and Channel Islands) 
 
· Current driving licence (full or provisional) paper version (if issued before 1998).  UK/Isle of Man and Channel Islands. 
All driving licences must be valid. 
 
· 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 – UK 
 
· Firearms licence – UK, Isle of Man and Channel Islands  
 
Group 2b Financial & Social History Documents  
 
· 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 account opening confirmation letter – UK 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 
· Credit card statement – UK issued in last 3 months 
· Financial statement e.g., pension or endowment – UK issued in last 12 months 
· P45 or P60 statement - UK and Channel Islands issued in last 12 months 
· Council Tax Statement - UK & 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 valid  
· Letter of sponsorship from future employment provider – non-UK or non-EEA only – valid only for applicants residing outside of the UK at time of application – must still be valid 
· Utility Bill – UK not mobile phone bill issued in last 3 months 
· Benefit Statement e.g., Child Benefit or Pension – UK - issued in last 3 months 
· Central or local government, government agency or local council document giving entitlement e.g., from the Department for Work and Pensions, the Employment Service, HMRC – UK and Channel Islands issued in last 3 months 
· EU National ID Card – must still be valid 
· Irish Passport Card – Cannot be issued with an Irish passport – Must still be valid    
· Cards carrying the PASS accreditation logo - UK, Isle of Man, and Channel Islands – Must still be valid  
· Letter from Headteacher or college principal – UK for 16 -19-year-olds in full time education.  Only used in exceptional circumstances if other cannot be provided.  
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