
Processing DBS applications from 13 February 2026 

 
This document will explain the DBS process and the requirements needed for the safer recruitment 

of all our volunteers.   

 All Volunteers 

o All new volunteers must be assessed by the parish to ensure they are suitable for 

any role within the Church. They should approach the Parish Priest to discuss their 

intent for volunteering. A Volunteer Registration Form must be completed by the 

volunteer for any volunteering role. They must give the contact details for two 

referees, which must not be the Parish Priest, the Parish Safeguarding 

Representative or a member of their family. These referees are to be contacted 

with the standard reference request, and responses returned to the Parish. These 

records should be held at a Parish level in a locked cupboard. If the role involves a 

regulated (DBS) role, only then the following should be completed: 

 

 Volunteers wishing to complete their application online. (Purple route on flow chart) 

o The PSR and volunteer complete a DBS3c Confirmation of Identity Document. They 

produce their original ID documents which need to be copied. Only the copies of the 

identification alongside the completed paperwork should be sent to the 

Safeguarding Office. The Safeguarding team will assess the correct level of DBS 

check required and create an online link which is emailed to the volunteer. The 

volunteer then completes this application online.  

 

 Volunteers wishing to complete a paper application (Orange route on flow chart) 

o The volunteer needs to complete a DBS4 declaration sheet, a DBS17 consent form 

and a DBS3a Confirmation of Identity Form. The DBS3a must be signed and dated 

by the volunteer with the remainder of the form completed by the Parish 

Safeguarding Representative. All three pieces of paperwork, together with copies of 

their ID need to be sent to the Safeguarding office. The Safeguarding team will 

assess the correct level of DBS check required and they will send the volunteer a 

paper application form for completion and return.  

 

 Online Update Service (OUS) renewals  

o The Disclosure and Barring Service Online Update Service (OUS) is a free 

subscription service for volunteers. By subscribing to the Service once a Certificate 

has been issued, it allows the Safeguarding Team to re-validate for a further three 

years with a minimum of paperwork.  

o A volunteer can subscribe to the Service within 30 days of their Certificate being 

issued. A volunteer must apply with a unique email address.  Having successfully 

registered for their next check in three years they will only need to complete a 

Safeguarding Self Declaration form (DBS4) and a Consent Form (DBS17).  They do 

not need to present their identity documents again. 

o Once subscribed, the volunteer will receive an email annually to renew their 

subscription from DBS.  If they fail to renew their subscription they will need to 

complete a full new DBS application when their next DBS check is due.   

 

 

 

 



 

o Many individuals have registered with the OUS in support of their professional 

roles. Unfortunately, these “paid-OUS” registrations cannot be adopted for 

voluntary roles – this is a legal stipulation of the DBS.  Similarly registrations with 

another Agency can’t normally be adopted for roles within the Diocese – there are 

a few exceptions but the stipulations are very stringent. 

o If a Volunteer changes their roles within the Diocese such that their DBS level 

changes, then they must complete a full DBS Application.  The change of roles 

effectively invalidates their original Certificate and therefore they need to apply for 

a new one.  If a volunteer changes their name, we would not be able renew their 

DBS using their subscription and they would need to apply for a new DBS in their 

new name. 

 

 Identification 

o Most delays relating to the processing of DBS applications is due to the fact that we 

have incorrect, missing or out-of-date identification. We have included the list of 

approved identification which DBS will accept. If it is not on the list, we are unable 

to accept the identification. The identification must be in date on the day we submit 

the application. Some identification must be less than three months old, whereas 

other identification can be less than 12 months old. This is indicated on the attached 

sheet. 

o If a volunteer has a document in Group 1, we need three documents in total. Please 

note that we are unable to accept Birth Certificates that have not been issued in the 

UK. A birth certificate issued at the time of birth is a certificate that was issued 

within 12 months of the birth of the volunteer. If it is a copy certificate, it would be 

a Group 2a document. If the volunteer is new, we need evidence of all name 

changes. In this instance, we can accept an overseas birth or marriage certificate 

but this doesn’t count as part of the three documents. 

o If a volunteer doesn’t have a document in Group 1, we need a total of five different 

documents from the groups. We do need different documents so we can’t have two 

utility bills for example. 

o If you have any questions about the validity of the identification, please do not 

hesitate to contact the office and we will be able to talk you through it. 
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DBS Confirmation of Identity Documents – April 2025 

GROUP 1 (Primary Identity documents) 

Passport Any current and valid passport.  A UK passport can be expired up to a maximum of 6 months 
e-Visa Accessed via the ‘view and prove’ service.  The share code requested should be a ‘general’ 

share code 
Biometric Residence permit (BRP) UK issued BRP showing Indefinite Leave to Remain, Indefinite Leave to Enter or No Time Limit 

can be used up to 18 months past the expiry date of the BRP. 
Current Driving Licence photocard 
(full or provisional) 

Current and valid photocard driving licence issued by UK, Isle of Man, and Channel Islands. 

Original Birth Certificate UK, Isle of Man, and Channel Islands - including those issued by UK authorities overseas, for 
example embassies, High Commissions and HM Forces. Must be original birth certificate. 

Adoption Certificate UK and Channel Islands 

GROUP 2a (Trusted Government documents) 

Current driving licence photocard 
(full or provisional) 

Current and valid. All countries outside the UK (excluding Isle of Man and Channel Islands) 

Current driving licence (full or 
provisional) - paper version 

Current and valid. UK, Isle of Man, and Channel Islands. For a paper licence to be valid it must 
be issued before March 2000 and all information, including name and address, must be up to 
date 

Birth certificate - certified copy 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 and Social History documents) 

Mortgage Statement UK Issued in last 12 months 
Bank or building society statement UK and channel islands, digital statements are not 

acceptable 
Issued in last 3 months 

Bank or building society account 
opening confirmation letter 

UK Issued in last 3 months 

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 UK and Channel Islands. Cannot be online document Issued in last 12 months 
Council Tax Statement UK and Channel Islands Issued in last 12 months 
Letter of sponsorship from future UK 
employer 

Valid only for applicants residing outside of the UK at time of 
application 

Must still be valid 

Utility bill UK - not mobile telephone bill. Cannot be printed from an 
online account 

Issued in last 3 months 

Benefit statement, for example Child 
Benefit, pension 

UK Issued in last 3 months 

Central or local government, 
government agency, or local council 
document giving entitlement, for 
example from the Department for 
Work and Pensions, the Employment 
Service, Local Authority 

UK and Channel Islands – a letter confirming entitlement to 
benefits. For example: Personal Independence Payment 
(PIP), free school meals, universal credit, asylum support etc 

Issued in last 12 months 

HMRC self-assessment letters or tax 
demand letter 

UK Issued in last 12 months 

European Health Insurance Card 
(EHIC) or Global Health Insurance 
Card (GHIC) 

UK Must still be valid 

EEA National ID card Must still be valid 
Irish Passport Card Cannot be used with an Irish Passport Must still be valid 
Cards carrying the PASS 
accreditation logo 

UK, Isle of Man, and Channel Islands. Digital PASS cards are 
acceptable where they have been issued by an approved 
digital PASS provider and the QR code has been used to 
confirm details. 

Must still be valid 

Letter from head teacher, college 
principal, apprenticeship provider 

UK - for 16 to 19 year olds in full time education or on an 
apprenticeship - only used in exceptional circumstances if 
other documents cannot be provided 

Issued in the last month 
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