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Safer Recruitment

» PSR to complete DBS 1 (Volunteer application) & DBS 2 (Volunteer references)
» Both forms to be kept secure in Parish

» All Volunteer paperwork to be kept for 75 years
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1§ you would like to kuep your DBS certificate up to date why not alse join our Update Service at www.govukidbs

This form can be used 1o apply for 2 Disclosure and Barring Service (DBS) check, APPLICANTS MUST COMPLETE SECTIONS
2.0, € AND o OMLY, DO NOT COMPLETE SECTIONS . w. x, ¥ OR & if you require help n completing the form, you can call the
DES on 0870 20 90 H11, visiy cur wesite on www.gewukidhs or 1alk to the person who provided you with INS farm .

Falues to complets this form correctly will delyy your sppiication, Agplicants naed not enter names relating 1o their prevous
geredern but must contact the Seraltive Team on Sensitive@dios gsi gov.uk if 1his opgion is 10 be exercised.

[You sist ] [rou Mt wor |
* Use BLACK INK tvcughout. o Wrde over the boges of each box
* Use CAPITAL LETTERS whan compiating the foom u Place st of stichers on the foem,
= Complete al wctiom marked in [YELLGAN] - I you G0 not, your form @ Staple arything to the form
wil be retwrnad unprooased and this wil delay your appicatan, » Use corraction fhad,
= Wiite chearly and insert anky cne charscter in mach box  Sulie out 3 waction that is not applicabie. Mews learve 2 Blank.
* Put 3 lire theough a mitate, snd correct it 1o the right
* Mark chokes 0 the box with 2 oros D4
® Keep your gpnatureis within the box prosided.
» Prorside al addeesses Woere you have lived i the Lyt 5 yeans. If you
havw g Cwerssin Wiohin this parnod peass indude tese addeeses

After you have complated sections & b, € and » pleawe return  Before pou pass this Sorm to the peoson who prowided it s you,
the form 10 the person who provided you with the fors. They will  pleme srivsre you baee
then adk you to provide a range of docunents 30 confinm your identity,

Piease refer to the 10 checking guidelines which can be fousd &t o 0 ined all shafiiandatoryiedss highighted in
a.bande

ww govk b yWlow in sections
m ® Proaded all e addresses whiere pou have lived In
the lest S peers.
> :"’ i MM orighl onky; gt it Signed the declaration in sectice ¢
» At leost one document must confim your cursent sas, 35 fecorded.  Now pass the Tollowing 10 the person who provided you
I acticn 4 with this form:

u O lent ore docament st domtion your date of bith, a1 recorded. ® Agplicaticn form
L Je s w (dentity documents

AL R o ORI MU Con T pour curment addoms, ascecorded Commuagion sheets { you have uund amy),

in m:;&n&ﬁouu Ba isied within s certen period, see 1D rvallsbin drum wwwegovak/dbs

i Cal A ; 2photopiph ® Pyt | pou e e asked 10 ceonide thisd,
freen tha appeoved kentity document K, this sthoukd be uibm ted

-t

The Disdiosare and Baimng Service will reder the cetals peovided on this apglication form 1o government and law enforosment bodies o
accordance with amry relevan Segviation The detals provided %0 these bodies wil be used for kdentifying posibie matche 1o recoeds held by
them Where suds & match is estabiisdied, Gats may be seleased to the DAS for inchurion on why cerntificate issoed. The detalls proveded oo thiy
T trarg be used 10 UpEate the records hekd by the bockes specified abave. The detarks provided o0 T applcation farm may be waad 1o werify
your identity for authentication purposes, The DAS may usr pny nformation provided Ly the DES on o certificate or othervise held by the DS
10 Inform amy of ity Barring deckions made usdor 15 powess within the Safegusrding Vifneralde Grougs Act 2006

APTLICANTS MVUAT COMPLETE SECTIONS AND © ONLY DO NAT COMPLETE SECTIONS &, w5, y Ol 2
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If‘y s’ you must ¢ rnplt the fIl ame(s) Useac ntinuation sheet if n

] oL | vos LK L LR aapiote, Hnb o 1o oth  enionie from vosra sowaiatoe ™
@E@W@DDHDED[:DEHHHTHH[]VDTD]]]
[ 6 | forenames) | @EEEEE@: EEHE:DLDDJHED_jE :”—[:]:
[Fl@etonande] [0]6][1][9][6][2] -[0]8]1][9]8]l6]

(& [ surname IR RN RN EEEREEEEENEEN
[ [ forenametr | NN EEEEEEEEEEEEEEEEEEEEEEER
[oresemomanote] | LI JLJL] -

IR EREEREEEEEREEREEEEEN
(2 Forerame ] ::::%37:%::::::D]DDDDDDDEEJ::]
[ 13| dates from and to | :::: :|—: :::: |




' [14 | date of birth | @E@@I@@@
[15 [ gender | male| | female|X]
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20 do you have a national
insurance number?

[ 21T national insurance number |

22 do you hold a valid UK
driving licence?

If 'yes’ you must complete a21, if ‘no’ go to a22

9/3/6/A

no yes X If *yes' you must complete a23, if 'no’ go to a24
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[ 23] driving licence number |
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30 do you have a Scottish
vetting & barring number?

31 Scottish vetting & D
barring number

yes If ‘yes’ you must complete a31, if ‘'no’ go to section b
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o] current address ™

32| address |

(33 | town/city |

[ 35 [ UK postcade |

[ 37 | at address since |

Please give details of your current address.

This is the address to wi
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You must provide all other addresses where you have lived in the last 5 years.
There must be no gaps in dates, however, overlapping dates are acceptable.

Use a continuation sheet if necessary, available from www.gov.uk/dbs
If not applicable, go to section e. T
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[ 43 | dates from and to |
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IS} declaration by the applicant ®

do you have any convictions, cautions,

55 | reprimands or final warnings which no yes G
would not be filtered in line with

current quidance?

56 | declaration by the applicant
Y P

By signing the applicant declaration box | confirm that the information
that | have provided in support of this application is complete and true
and understand that knowingly to make a false statement for this
purpose may be a criminal offence.

[57] date of signature | ol 11]1]2/0]1]e]

Applicant declaration
(please sign within the box provided)
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registered body use only

at-a3verified X Title, surname, first name
ataverified  |X Date of Birth
a1 verified [ X] National Insurance number
az3verified | X] Driving Licence number
azsverified | X Passport number

registered body use only

current address
verified?

All this information must be
checked against the originals of
formal documents, such as
passport, driving licence or
utility bill




e Sections w, x and y for Registered Body use only Form Ref FOLOLY4287kL1
For help and assistance in completing this page please follow DBS guidance on the website - www.gov.uk/dbs
andthiswil

Complete all sections marked in - if you do not, this form will be returned unprocessed and this will
delay this application.

sl  [oRRANEJELKEI OO

have you established the true identity of the applicant, by examining a range of documents as set out irj no D yes

59 | DBS guidance, and verified the information provided by the applicant in sections a and b, by completing
the verification check boxes?

In this case Lorraine’s name has been used - however this must
be the name of whoever has personally verified the original
documents.

Usually the Safeguarding Representative.




Different Roles - Example 1

bl apply for a DBS check ®

[0 ot ted ] oo JwJlofl ][ [ulls]lell LTI IO

(61T positon sppliedor]|C [H1 [L[D_|WIOIRIKIFIO[RICIEL Il ILJLIL T I JLIC I LI I ] ]
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(2 organistionname | S [T [[JOfHINIL Il L{ul[TofNIL LTI LI LTI T

[ 63 | level of DBS check | Please cross one box only standard D If crossed go to x67 enhanced :] If crossed go to x64

[ 64 | are you entitled to know whether the applicant is barred from working with children? | no J yes .

| 65 | are you entitled to know whether the applicant is barred from working with adults? | no :] D

[ 66 ] does this position involve working with children or adults at the applicant’s home address? l no :] yes D




Different Roles - Example 2

|
| 61| position applied for | E
S|

| 62 | organisation name |

jial

[ 63| level of DBS check |

Yl apply for a DBS check W
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standard D If crossed go to x67

[ 64 | are you entitled to know whether the applicant is barred from working with children? |

| 65 | are you entitled to know whether the applicant is barred from working with adults? |
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| 67 | application type | application is for a new post holder

application is for an existing post holder

OR

application is for an existing post holder who is being re-checked

<X

Use 1 in the case of someone taking on a new role.

Use 3 in the case of someone who has a DBS check for the role already, but
needs a recheck due to the time since last check.




68

By placing a cross in the yes box, you confirm that the post meets the DBS definition

is this application for a - as
D y of a free of charge volunteer application. Please note that DBS may recover the

free of charge volunteer?

application fee if this box is marked in error and that this could result in the
cancellation of your DBS registration.

Usually “YES” BUT be mindful of wording highlighted

If the Disclosure is for a Priest or parish worker who
is salaried then cross “NO”.




DBS 3 Form
Confirmation of Identification)

For applicant and PSR to complete

PSR to ensure the form they are using is the most up to date form

(
>
>
» PSR to check the applicant has completed all there details on page 2
» PSR to complete pages 1, 3 & 4

» Ensure the Passport number and Driving licence numbers are filled in
» On page 3 & 4 tick which identity documents have been used

>

Ensure the applicant gives you the original documents and you need to sign at
the bottom of page 4 to agree this has taken place

» Ensure you have seen a marriage certificate for name change or write down
you have had a conversation about the name change

» Ensure the form you are using is the current form

» Check the identity documents are in date and photocopy this to send in to the
safeguarding office




DBS 4 Form
(Self Declaration)

For the applicant to complete

PSR to ensure the form they are using is the most up to date form

PSR to give to applicant with envelope addressed to safeguarding office
Applicant to complete and put in envelope

PSR to send envelop in with the DBS application to the safeguarding office

vV v v v v Vv

This form is confidential to the applicant and the safeguarding office




Next Stage

vV v v v Vv

vV Vv

Lorraine will recheck DBS application, DBS 3, DBS 4 and identification
DBS application form will be up loaded to Ebulk & the National Database
Danielle will countersign DBS application on Ebulk

DBS application to go through four stages of checks

Lorraine will send a email to PSR to inform the DBS application has been
completed, including the workforce and disclosure date

Lorraine will update the National Database with outcome of disclosure

If you and the parish priest are happy with the completion of the safer
recruitment process, this applicant is then appointable




Renewals

» DBS certificates do not have an expiry date, they only reflect the information
which is available at the time of the application

» Local guidance is to process re-checks every 3 years

» Please use the start of each year as the time to start processing renewals for
volunteers whose DBS certificates are 3 years and older




The Update Service

» Available to use since June 2013
» Registration is free of charge for volunteers

» Enables DBS certificates to be portable and reduces the need for numerous
certificates

» Applicants can keep their certificates up to date online and allows employers
to check a certificate online

» Reduces the need for the purple DBS form to be completed

» Avolunteer certificate cannot be used for a paid position




How does it work?

» You can join in two ways:

» Option 1 - when the application is in progress, using your DBS application form
reference number which changes from an F number into an E number (Ebulk)

» Option 2 - when you receive your DBS certificate, using the certificate number -
however, this must be completed within 19 calendar days of the certificate issue
date

» The applicant will be given a subscription ID number which needs to be
retained

» Subscription to the Update Service is automatically renewed annually and the
volunteer is notified via email

» Applicants can view any checks that have been carried out against their
certificate




What to do - your role

vV v v Vv

Please provide volunteers with the Update Service information leaflet when
processing applications

Potential volunteers still need to go through the safer recruiting process
For new applicants, all Diocesan forms must be completed - DBS 1, 2, 3 and 4
For rechecks, applicants must still complete the Diocesan forms - DBS 3 and 4

Certificates can only be transferred from one role to another if the following
are the same for the role that the applicant wishes to undertake:

» The workforce (61) meaning it is a ‘like for like’ certificate

» The product (64. - 66) relating to the barred list and regulated activity




The next steps

» Please ask the volunteer to send their original certificate to the safeguarding
office (only required for those issued outside of the Diocese)

» Original certificates are required because the DBS only confirm if there have been
any updates from the time issue, so we need to see the certificate to check there
is nothing to consider on the original

» By sending in their certificate, the volunteer is giving their agreement to a check
being made

» Please tell us the names of any applicants that might send us a certificate and
what they want to do in your parish

» Once the check to see if the Disclosure remains current has been completed, the
certificate will be returned to the volunteer

» The PSR will then be asked to provide the relevant DBS forms and ID documents




Key messages

» Arrange an annual meeting with your parish priest to review numbers of
volunteers in the parish

» Update the safeguarding office of any changes to your parish volunteer list

» Please consider recruiting additional PSRs to your parish to help you in your
role

» Promote and raise the profile of safeguarding within your parish:

» Advertise EduCare e-learning package, which is part of the Church’s commitment
to safeguarding and is free for anyone to access*

» Display a safeguarding policy statement for your parish*

» Display safeguarding contact details for the parish and Diocese*




Key messages

» The Catholic Safeguarding Advisory Service (CSAS) is the national agency for
driving and supporting improvements in safeguarding practice within the
Catholic Church in England & Wales.

» Become familiar with the Church’s National Policies and Procedures for
safeguarding by accessing www.csasprocedures.uk.net*

» New safeguarding cards have now been issued by the National Catholic
Safeguarding Commission - please distribute to new volunteers and ensure
they are available within parish porches*

» You are invited to our next safeguarding event on 2"d March 2017 *
» We welcome your feedback®

» Any queries or questions



http://www.csasprocedures.uk.net/

Wishing you a safe journey home




