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	IDENTITY VERIFICATION FORM FOR DBS APPLICATION


Guidance notes
1. Use CAPITAL LETTERS when completing the form.
2. The applicant must complete sections A and B.
3. The ID Checker must complete sections C, D, E and F.
4. Provide any additional information on a separate continuation sheet and include it with the form.
5. If you have any queries, contact the Safeguarding Administrator.
6. The ID Checker must return the completed form to the Safeguarding Administrator named below. This can be scanned and emailed, posted, or personally delivered.

	Safeguarding Administrator:
	Sally Fitch

	Address:
	Safeguarding Administrator, The St Nicholas Centre, 4 Cutler Street, IP1 1UQ

	Email:
	sally.fitch@cofesuffolk.org

	Tel:
	01473 298540


Application details
	Position for which a DBS check is required:
	………………………………………………………………………….............................

	Details of work involved:
	………………………………………………………………………….............................

	
	………………………………………………………………………….............................

	Name of parish:
	………………………………………………………………………….............................

	Name of applicant:
	………………………………………………………………………….............................

	Name of ID Checker:
	………………………………………………………………………….............................


Privacy notice for applicant

Why do I need to complete this form?

As part of the process for your DBS application, your identity must be verified by the examination of a range of original documents. This will be done by a nominated ID Checker in your Parish or Benefice. By accurately completing this form and showing the necessary documents to the ID Checker, you are helping to satisfy the DBS identity checking requirements.
How will my information be used?

The completed form will be submitted to the Safeguarding Administrator who will use it to verify the details in your DBS application. The information you provide will be treated confidentially and will not be shared with any other party. It will be held securely for up to 6 months after your DBS certificate has been issued (to allow for the consideration and resolution of any disputes or queries) and will then be destroyed.
Section A – (applicant’s details)
	(1)  Title:
	………………………………............ 

	(2)  Surname:
	……………………………………………………………………………………...........................................                                                    

	(3)  Forename(s)* :
	……………………………………………………………………………………...........................................                                                    

	*you must include any middle names

	(4)  Date of birth
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(5)  Have you ever been known by any other names?           YES  (  NO (  
(6)  If YES, please provide those names including dates used from and to (MM/YYYY):
	……………………………………………………………………………………………………………....................................................

	……………………………………………………………………………………………………………....................................................

	(7)  Current address: .………………………………………………………………………………...........................................

	……………………………………………………………………………………………………………....................................................

	(8)  At current address since    
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	(9)  Please provide any previous addresses you have lived at in the last 5 years including dates (MM/YYYY)

	……………………………………………………………………………………………………………....................................................

	……………………………………………………………………………………………………………....................................................

	……………………………………………………………………………………………………………....................................................

	……………………………………………………………………………………………………………....................................................

	(10)  National insurance number:
	…………………………………………………………………............ (if you have one)

	(11)  Driving licence number:
	…………………………………………………………………............ (if you have one)

	(12)  Passport number:
	…………………………………………………………………............ (if you have one)


Section B – (applicant’s declaration and consent)
By signing below, I confirm that the information I have provided above is correct and I am the person to whom it relates. I consent to this information being submitted to the named Safeguarding Administrator to verify the information in my DBS application.
	Date of declaration
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	Print name
	………………………………………….............................

	Sign 
	………………………………………….............................


Section C – (verification guidance) 
As the ID Checker you must:

· check and verify the information provided by the applicant in section A by examining of a range of documents as set out below
· only accept valid and original documents
· make sure the applicant provides details of all names by which they have been known
To satisfy a route 1 identity check, the applicant must be able to show:

· 1 document from Group 1 (see Section F)
· 2 further documents from any Group (see Section F)

At least one of the documents must show the applicant’s current address.

If the applicant is unable to show sufficient documents to satisfy a route 1 identity check, please contact the Safeguarding Administrator.
Section D – (verification checklist)

Tick the relevant boxes below to show what information you have verified.

	Applicant’s details
	Verified?

	Name
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	Current address
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	National insurance number
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	Driving licence number
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	Passport number
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Section E – (ID Checker’s declaration)

By signing below, I confirm that I have examined a range of documents, as set out in the guidance, to verify the information provided by the applicant in section A. I have completed the verification check boxes above to show what information I have verified.
	Date of declaration
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	Print name
	………………………………………….............................

	Sign 
	………………………………………….............................


	Notes:


Section F – (identity documents)
Tick the relevant boxes below to show what documents you have seen.

	 GROUP 1

	
	

	Current passport (any nationality)
	Original birth certificate issued at time of birth (UK, Isle of Man or Channel Islands)

	Current driving licence photocard (full or provisional) (UK, Isle of Man, Channel Islands or any EEA country)

	Adoption certificate (UK, Isle of Man or Channel Islands)

	Biometric Residence Permit (UK)
	

	GROUP 2a

	
	

	Birth certificate issued after time of birth (UK, Isle of Man or Channel Islands)
	Current driving licence photocard (full or provisional) (All countries outside the EEA)

	Marriage/Civil Partnership Certificate (UK, Isle of Man or Channel Islands)
	Current driving licence (full or provisional paper version if issued before 1998) (UK, Isle of Man, Channel Islands, EEA)


	HM Forces ID card (UK)
	Immigration document, visa or work permit (issued by a country outside the EEA – valid for roles whereby the applicant is living and working outside of the UK. Visa/permit must related to the non EEA country in which the role is based

	Firearms licence (UK, Channel Islands and Isle of Man)
	

	GROUP 2b

	
	

	Mortgage statement (UK or EEA)**
	P45 or P60 (UK and Channel Islands)**

	Bank or building society statement (UK and Channel Islands or EEA)*
	Council Tax statement (UK and Channel Islands)**

	Bank or building society account opening (UK)*

	Utility Bill (UK – not mobile telephone bill)*

	Credit card statement (UK or EEA)*
	Benefit statement, for example Child Benefit, Pension (UK)*


	Financial statement, for example pension or endowment (UK)**
	EEA National ID card (must still be valid)

	Council Tax statement (UK and Channel Islands)**

	Cards carrying the PASS accreditation logo (UK, Isle of Man and Channel Islands – must still be valid)

	Letter from head teacher or college principal (UK – for 16 to 19-year olds in full time education – only used in exceptional circumstances if other documents cannot be provided)
	Central or local government, government agency, or local council document giving entitlement, for example from the Department for Work and Pensions, the Employment Service, HMRC (UK and Channel Islands)*


* Issued in last 3 months
** Issued in last 12 months
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