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DBS Explained
What is a DBS Check?

DBS Checks are background checks carried out on individuals that detail all or some of their criminal 

history. DBS stands for “Disclosure and Barring Service”, and this check replaced the “Criminal Records 

Bureau” check (CRB).

Who needs a DBS Check?

Any unsupervised volunteers or employees who, on a frequent and intensive basis, have direct access to, 

work, or volunteer with children and/or vulnerable adults, will require a Disclosure and Barring Service 

Check. There are different levels of checks that can be carried out for an individual and these will be 

discussed in a later slide.

Why is a DBS required and what is the point of one?

The whole point of a DBS check is to reduce risk. Organisations have a legal duty to check people against 

the barred list if they are working with children or vulnerable people.



Key individuals in the DBS journey

There are five key individuals who make up the DBS journey, these are;

1. Applicant – This is the individual who requires the check.

2. Verifier – This is YOU. You will be the individual who verifies the applicants DBS documents 

and carries out the check using the software system U-Check.

3. U-Check – Once you have submitted the application U-check will carry out the necessary 

checks to ensure that the application is all compliant. 

4. DBS office – Once the check has been carried out a DBS certificate will be issued by the 

official DBS office.

RLSS: We are here to assist at any stage. If you are unsure please contact us.



DBS journey explained

The Individual will 

be sent an 

electronic link to 

complete 

themselves. This 

will ask them for 

their Name, Date 

of Birth, Home 

address history 

and any name 

changes.

Typically once the link 

has been completed. 

The individual will be 

asked to provide 

documents. (Full list of 

acceptable documents 

will be spoken about in 

the next slides).

Verifier will login 

to the system 

(uCheck) and 

check 

documents 

against what the 

individual has 

provided on the 

initial link.

DBS Check will 

be carried out 

and verified. This 

will then be 

processed and 

sent to the DBS 

office. 

DBS office receives the application, carry out 

the check and as long as everything is 

compliant a DBS certificate will be issued 

and sent to the individuals home address.



Rules and Documents



•You must only accept valid, current, and original documentation. No 

photocopies

•You must not accept documentation printed from the internet e.g. internet 

bank statements

•You should, in the first instance, seek documents with photographic 

identity (e.g. passport, new style driving licence, etc.) and for this to be 

compared against the applicant’s likeness

What you must do as part of the ID checking process



What you must do as part of the ID checking process

•All documents must be in the applicant’s current name.

•One document must confirm the applicant’s date of birth.

•You must ensure that the applicant declares all previous name changes, and 

provides documentary proof to support the change of name.



What you must do as part of the ID checking process

•You must see at least one document to confirm the applicant’s current address. A full 

and continuous address history covering the last five years.

•A document from each of the groups should be included only once in the document 

count, for example, do not accept two bank statements as two of the required 

documents, if they are from the same bank

•You should not accept the foreign equivalent of an identity document if that document 

is listed as ‘(UK)’ on the list of valid identity documents



The documents supplied will depend on the route the 

application takes. The applicant must try to provide 

documents from Route 1 first.

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 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 2



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.

Route 3



Passport Any current and valid passport

Biometric residence permit UK

Current driving licence photocard 

- (full or provisional)

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, and Channel 

Islands - including those issued by 

UK authorities overseas, for 

example embassies, High 

Commissions and HM Forces

Adoption certificate UK and Channel Islands

Group 1: Primary identity documents



Document Notes

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

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 2a: Trusted government documents



Group 2b: Financial and social history documents

Bank or building society 

statement

UK and Channel Islands Issued in last 3 months

Credit card statement UK Issued in last 3 months

Financial statement, for 

example 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 and 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 be valid

Utility bill UK - not mobile telephone 

bill

Issued in last 3 months

Benefit statement, for 

example Child Benefit, 

pension

UK Issued in last 3 months

EEA National ID card Must still be valid

Irish Passport Card Cannot be used with an 

Irish passport

Must still be valid



Types of DBS check levels

❖Basic Disclosure

❖Standard DBS Check

❖Enhanced DBS Check

❖Enhanced DBS Check with Barred List checks



How do I know what level of check an 
applicant needs?

We are more than happy to assist here at the RLSS with helping you make an informed decision on 
what level of check is required for an applicant, however there is a useful tool on the GOV.UK 
website which helps in most cases what level is appropriate based on an individuals role.

Please click on either of the links below to be directed to this online function.

What type of role is it? - Find out which DBS check is right for your 
employee - GOV.UK (www.gov.uk)

https://www.gov.uk/find-out-dbs-check/y

https://www.gov.uk/find-out-dbs-check/y
https://www.gov.uk/find-out-dbs-check/y


DBS Prices

• Standard/Enhanced Volunteers - £4.80

• Standard DBS – £22.80

• Enhanced DBS - £42.80



U-Check guide  

URL LINK

HR Platform (hr-platform.co.uk)

https://www.hr-platform.co.uk/app/login

https://www.hr-platform.co.uk/app/login
https://www.hr-platform.co.uk/app/login


Login page

You should have received your own DBS U-Check logins 
please email the admin@religioussafeguarding.org if 
you have not yet received these.

mailto:admin@religioussafeguarding.org


How to check a new applicant 

Click on this large orange box on 
the right hand side



When you click new applicant this 
will be your view.

At this point you will be able to 
send the link to the individual. 

• The first is you can send the 
URL link to the individual 
directly all you need to do is 
select the level of check and 
then press the ‘Copy Link’ 
button.

• The second thing you can do is 
to populate these boxes with 
the individuals details and it 
will send them the link directly.

• Alternatively you can complete 
the application with the 
applicant by clicking on the 
‘Start Application’ button. 



Full list of your applicants 
names will appear here. 

Status of DBS application;
Complete, Awaiting action 
Incomplete

You can verify the individuals DBS application by 
clicking on their name on the left hand side.



These boxes can 
be expanded by 
clicking on the 
grey arrows. This 
will reveal the 
individuals details 
which they have 
completed via the 
DBS link.

Overview: will you show the individuals details.
Section Y: is the workforce type. E.g. Standard or enhanced. Adult only or Child and Adult
ID check: is where you will verify the documents against the individuals personal information provided

Employment date needs to be 
inputted.



Section Y 
An explanation of 
what each box 
means can be 
found by clicking on 
these grey arrows.

These boxes can be changed dependent on the 
workforce type required and the DBS check 
needed for the individual.



ID CHECKA list of acceptable documents will come up in 
list order. The verifier will select the documents 
based off what the individual provided.

These boxes need to be changed 
once documents have been 
confirmed as acceptable, from 
NO to Yes.

If a passport or a drivers licence is selected you will be required to type in 
additional information based off the physical documents.

This section just gives an 
overview of the individuals 
address and date of birth.



Passport & Drivers License 
If an Individual provides a Passport or Drivers license as a 
document the verifier will be required to click the ‘view’ button 
(green box). This will then bring up a separate section where 
the verifier will need to fill out the information based off the 
document.

You will fill this out this section as per the physical document.

* NOTE; you can actually not do this section wrong as if you type an error say in the Drivers number or the passport number 
the system will not allow you to submit it as it needs to match what the individual has inputted as per their DBS link.* 



Submit stage

After this has all been done a submit button will be visible in the top 
right hand corner. Once this has been pressed it will state a reference 
number and say that it has been processed and awaiting Counter-
signing. 

At this point someone will sign off the DBS and then all the individual 
needs to do is to wait for their DBS certificate which will arrive in the 
post.



After care of DBS 

Once you have received the DBS certificate you can register it with the 

DBS Update Service this allows for the DBS checks to be carried out in the 

future without having to supply the documents again. 

This is not essential and is up to the individuals personal preference

If you wish to join the Update service it costs £13 a year per DBS 

certificate and it can be registered via the DBS website; 

https://secure.crbonline.gov.uk/crsc/apply?execution=e1s1

Please note if you wish to join you have 28 days from the DBS issue date 

which can be found in the top right hand corner.

https://secure.crbonline.gov.uk/crsc/apply?execution=e1s1


Useful Contacts

RLSS ADMIN;
Can assist and will advise on what to do and point you in the right direction.
Email: admin@religioussafeguarding.org
Telephone: 0151 5562314

Sarah Ward Head of Membership: training@religioussafeguarding.org

U-CHECK;
Client support team.
Email: info@ucheck.co.uk
Telephone: 0300 140 0022

DBS OFFICE;
DBS customer services
customerservices@dbs.gov.uk
Telephone: 0300 0200 190

mailto:admin@religioussafeguarding.org
mailto:info@ucheck.co.uk
mailto:customerservices@dbs.gov.uk

