
DBS Paper Application Pack

If you believe you are Registered with the DBS Online Update Service for your 
Diocesan roles, please complete ONLY the Confidential Safeguarding Self 
Declaration Form DBS4 and mark the top right-hand corner of this page with 
‘OUS’. 

Quick Guide to the Attached Documentation: 

 Complete the section marked “To be completed by the applicant … ” on page
1 of the Confirmation of Identity Form DBS 3a. Your ID Verifier will complete
the balance of this form;

 Complete ALL of the Confidential Safeguarding Self Declaration Form
DBS 4 with ALL of the volunteering roles you undertake within Hexham &
Newcastle Diocese (this may be for a number of other churches and/or other
independent groups);

 Print your name and church or group on the Applicant Consent for DBS
Processing  Form (DBS17). Then sign and date the form;

 The Safeguarding office will need to see copies of your Identification
Documents1 in order to submit your application. If these cannot be copied by
your ID Verifier, DO NOT send original documents;

 A list of Valid ID is on the next page – You should be able to show proof of
your current name, your Date of Birth and your Current Address.




 

1 If you have at least 1 document from Group 1, you must present at least three documents.  If 
none of your Identity documents are from Group 1, you must present at least five documents. 

It is legally necessary to complete this pack of documentation, so that the Diocese 
can prove that they have both confirmed your identity and assessed your roles 
before making an application to the Disclosure & Barring Service (The DBS). 

The Safeguarding Department will process this pack and establish which of the six 
Disclosure and Barring Levels your roles require. Only then will you be able to apply 
for DBS Clearance and this can be completed either as a paper or internet form. 
You should declare your preference on the Safeguarding Self-Declaration Form. 

Once the Disclosure & Barring Service have issued your certificate you can 
Register for the free Online Update Service which will simplify future renewals of 
your DBS. This must be done within 30 days. Please contact the Safeguarding 
Team if you need assistance with this. 

Your participation and efforts for the church are very much appreciated by 
both your Parish and the Diocese. The Safeguarding Team are happy to help 
in any way they can on 0191-243 3305. 



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 



CSSA Confirmation of Identity Form DBS 3a – May 2023 

This form will be retained for 10 years and 1 day after the person leaves role or will be superseded by a new DBS 
3a when a new application is processed, refer to document retention policy for further details. 
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Confirmation of Identity Form DBS 3a 

 
If you have a disability that may make the completion of this form difficult, it can be 

completed by someone on your behalf. However, you are required to sign and date the form. 
 

To be completed by the Applicant in BLOCK CAPITALS using black ink: 

Name of Applicant: 

___________________________________________________________________ 

Care Home / Parish / Religious Order / Organisation: 

___________________________________________________________________ 

Church (if applicable): 

___________________________________________________________________ 

Declaration (please read, sign and date) 

• In the spirit of the Church’s commitment to protect and safeguard the vulnerable in our 

communities, I understand that to knowingly provide inaccurate information or omit information 

will be considered a breach of trust and may result in me being asked to step down from post. 

• I am supplying sufficient documents to confirm my identity for a DBS application and safer 

recruitment practice. I agree to these documents being photocopied to confirm my identity for a 

DBS verification purposes and understand that they will be securely disposed of on receipt of a 

completed disclosure*, (*excepting as per Care Quality Commission (CQC) and Care 

Inspectorate Wales (CIW) requirements). Please see the following link for more information on 

the requirements: https://www.gov.uk/government/publications/handling-of-dbs-certificate-

information/handling-of-dbs-certificate-information 

• I consent to the Catholic Safeguarding Standards Agency (CSSA) and its counter-signatories 

using external ID verification service for identification purposes where I cannot provide 

sufficient documents for a Route 1 check. 

• I understand (in accordance with the Data Protection Act 2018) that this form will be held 

securely in accordance with the Catholic Church’s safeguarding record retention schedule. 

• I declare that the information I have given on this form is correct. 

Signed:                                                                                         Dated: 

 

To be completed by the ID Verifier in BLOCK CAPITALS using black ink: 

Applicant’s Name: 

_________________________________________________________________________ 

Applicant’s Date of Birth: 

_________________________________________________________________________ 

Applicant’s Current Address: 

_________________________________________________________________________ 

 

 

https://www.gov.uk/government/publications/handling-of-dbs-certificate-information/handling-of-dbs-certificate-information
https://www.gov.uk/government/publications/handling-of-dbs-certificate-information/handling-of-dbs-certificate-information


CSSA Confirmation of Identity Form DBS 3a – May 2023 

This form will be retained for 10 years and 1 day after the person leaves role or will be superseded by a new DBS 
3a when a new application is processed, refer to document retention policy for further details. 
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(To be completed by the ID Verifier) 

Documents provided for verification: 

(Please state the documents you are verifying) 

Document 1: 

_________________________________________________________________________  

Document 2: 

_________________________________________________________________________ 

Document 3: 

_________________________________________________________________________  

Document 4: 

_________________________________________________________________________ 

Document 5: 

_________________________________________________________________________ 

I confirm that the applicant has provided sufficient evidence/ explanation to prove ALL their 

name changes 

(Please tick to confirm) 

At least one document provided contains a date of birth              

At least one document provided contains a current address    

At least one document provided confirms the applicant’s current full name   

I confirm that I have seen the original identity documents as indicated above and have 

obtained photocopies   

 

ID Verifier’s Full Name: 

_________________________________________________________________________ 

Name of Care Home /Parish (include town)/Religious Order or Organisation: 

_________________________________________________________________________ 

Position: 

_________________________________________________________________________ 

 

Signed:                                                                                            Date: 

 

  



CSSA Confidential Safeguarding Self Declaration Form DBS 4 – August 2025 
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Confidential Safeguarding Self Declaration Form DBS 4 

If you have a disability that may make the completion of this form difficult, it can be 
completed by someone on your behalf however you are required to sign and date the form. 

This form can be returned in a sealed envelope. 

Please state your CARE HOME, PARISH, RELIGIOUS ORDER or ORGANISATION: 

Please state the CHURCH you belong to within your PARISH if applying for a parish role: 

Please state ALL ROLES you undertake at CARE HOME/ALL PARISHES / RELIGIOUS ORDERS 

/ ORGANISATIONS: 

Status of Role:   Employed    Voluntary    Post Holder 

Title:      Date of Birth: 

Place of Birth:  

Current Full Name: 

State any PREVIOUS NAMES including any BIRTH NAMES if you have been MARRIED or if THE NAME YOU 

ARE USING IS DIFFERENT TO YOUR BIRTH NAME and provide ALL DATES YOU USED THOSE NAMES e.g. from 

(dd/mm/year) to (dd/mm/year) 

You must provide proof of all name changes, if you are unable to do so you must provide the ID Verifier with 

a satisfactory explanation 

This form will be retained for 10 years and 1 day after the person leaves role or will be superseded by a new DBS 

4 when a new application is processed, refer to document retention policy for further details 



CSSA Confidential Safeguarding Self Declaration Form DBS 4 – August 2025 
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Full Address including Postcode and the date you moved into your current address (dd/mm/year): 

(Please provide details of previous addresses if you have lived at your current address less than 5 years, 

additional addresses may be supplied on another sheet of paper if necessary) 

Full Address including Postcode:      Full Address including Postcode: 

Dates from & to (dd/mm/year):     Dates from & to (dd/mm/year): 

Home Telephone Number:     Mobile Telephone number: 

Email:     National Insurance Number: 

Please state your CURRENT NATIONALITY:   

Please state your BIRTH NATIONALITY: 

Are you registered with the ONLINE UPDATE SUBSCRIPTION SERVICE? 

Yes      No      Don’t Know 

Please state your preferred method of contact: 

Post:    Email    Telephone   

This form will be retained for 10 years and 1 day after the person leaves role or will be superseded by a new DBS 

4 when a new application is processed, refer to document retention policy for further details 



CSSA Confidential Safeguarding Self Declaration Form DBS 4 - November 2023 

Page 3 of 4 

The amendments to the Rehabilitation of Offenders Act 1974, (Exceptions) Order 1975 (2013 and 2020) 

provide that when applying for certain jobs and activities, certain convictions and cautions are considered 

‘protected’. This means that they do not need to be disclosed to employers, and if they are disclosed, 

employers cannot take them into account. 

Question 1 of 4: 

Do you, the applicant, have any convictions (excluding youth cautions) which would not be filtered in line 

with current guidance? 

YES       NO    If YES please provide summary details below: 

Question 2 of 4: 

Have you ever been accused of inappropriate conduct within an employed or voluntary capacity? 

YES                                     NO                   If YES please provide summary details below: 

Question 3 of 4: 

Have you ever received a caution or conviction from another country outside of the UK? 

YES                                     NO                   If YES please provide summary details below: 

Question 4of 4: 

Are you, or have you even been the subject of an investigation into a concern about a child in your care or 

investigated under adult protection safeguarding procedures, or are you currently the subject of a police 

investigation? 

YES       NO    If YES please provide summary details below: 

If YES to any above please provide summary details below, use additional sheets of paper if necessary. 



CSSA Confidential Safeguarding Self Declaration Form DBS 4 – August 2025 
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Data Protection Act Declaration (please read, sign & date) 

Knowyourpeople (hereafter known as KYP), now working in partnership with the Catholic Safeguarding 
Standards Agency, is registered with the Disclosure & Barring Service (DBS) for processing criminal records 
checks.  Individuals working in diocesan offices, parishes, religious congregations and Catholic Organisations 
(where agreed with CSSA), who carry out criminal record check processes via the DBS are ‘agents’ of the CSSA 
and are bound by the policies of the DBS, KYP and the Catholic Church national safeguarding procedures for 
DBS application processing and the DBS Code of Practice. 

  I have been provided with a copy of the Privacy-notice-for-DBS-applications-updated-August-2025.docx and 

 KYP privacy notice  KnowYourPeople-KYP-privacy-policy.doc and I understand how KYP, CSSA and its Agents 

      will process my personal data  

  I consent to my application being processed online by KYP and CSSA 

  I have read the Standard/Enhanced Check Privacy Policy for applicants and I understand how DBS will 

      process my personal data and the options available to me for submitting an application 

  I consent to the DBS providing an electronic result directly to the registered body that has submitted my 

 application.  I understand that an electronic result contains a message that indicates either the certificate is 

      blank or to await certificate which will indicate that my certificate contains criminal record information.      

 In some cases, the registered body may provide this information directly to my employer prior to you  

      receiving the certificate.  I understand if I do not consent to an electronic result being issued to the  

      registered body submitting my application that I must not proceed with this application, and I should  

      submit a paper application form.  I understand that to withdraw my consent whilst my application is in  

      progress I must contact the DBS helpline 03000 200190 

  I acknowledge that information may be transferred by First Advantage to affiliates and/or subprocessors 

      to the extent necessary to assist with the checks.  During the background check process of your personal  

      data may be disclosed to law enforcement and government agencies to check for civil and criminal records,  

      as permitted by law.  Sources of information used during the vetting process may include government  

      authorities and third parties, such a prior employers and educational institutions you attended.  In order to 

      meet processing requirements from certain sources (DBS, etc), you acknowledge that special characters  

      from the data provided may be removed if required to fulfil one or more checks.  I hereby confirm that I am 

      of legal age to confirm the above statements.  If not, I confirm that this has been approved by my parent or 

      guardian. 

Signed:    Dated:   

1Protected refers to convictions and cautions that will not be included on a DBS Disclosure Certificate.  All guidance and 
criterion the filtering of these cautions and convictions can be found at https://www.gov.uk/government/collections/dbs-filtering-
guidance     

https://catholicsafeguarding.org.uk/wp-content/uploads/2025/07/Privacy-notice-for-DBS-applications-updated-August-2025.docx
https://catholicsafeguarding.org.uk/wp-content/uploads/2025/07/KnowYourPeople-KYP-privacy-policy.doc
https://www.gov.uk/government/publications/standard-and-enhanced-dbs-check-privacy-policy/standard-and-enhanced-dbs-check-privacy-policy
https://www.gov.uk/government/collections/dbs-filtering-guidance
https://www.gov.uk/government/collections/dbs-filtering-guidance


CSSA DBS 17 Form – Updated - August 2025 

This form is to be retained for 3 months from date of application as requested by the DBS. Page 1 of 1 

DBS17 - Applicant Consent for DBS Processing Form 

For all roles requiring a DBS Check to be processed via the CSSA Registered Body 
(to be completed by the applicant in BLOCK CAPITALS) 

If you have a disability that may make the completion of this form difficult, the form can be 
completed by someone on your behalf. However, your signature will continue to be required. 

Name of Parish/ Organisation: 

Current Full Name: 

Knowyourpeople (hereafter known as KYP) is now working in partnership with the 
Catholic Safeguarding Standards Agency, is registered with the Disclosure & Barring Service (DBS), 
for processing criminal record checks. Individuals working in diocesan offices, parishes, religious 
congregations and catholic organisations (where agreed with CSSA), who carry out criminal record 
check processes via the DBS, are ‘agents’ of the CSSA and are bound by the policies of the DBS, KYP 
and the Catholic Church national safeguarding procedures for DBS application processing, and the 
DBS Code of Practice which can be accessed here DBS Code of Practice.  

Before we process your application, please confirm the following: 

• I have been provided with a link to the DBS privacy policy and the KYP privacy notice

• I understand that the Registered Body and its Agents will process my personal data.

• I consent to my application being processed online by KYP and CSSA

You are required by the DBS, to confirm the following: 

Privacy Policy standard/enhanced checks declaration: 

• I have read the Standard/Enhanced Check Privacy Policy for applicants
https://www.gov.uk/government/publications/dbs-privacy-policies and I understand how
DBS will process my personal data and the options available to me for submitting an
application.

• I consent to the DBS providing an electronic result directly to the registered body that has
submitted my application. I understand that an electronic result contains a message that
indicates either the certificate is blank or to await certificate which will indicate that my
certificate contains criminal record information.  In some cases, the registered body may
provide this information directly to my employer prior to me receiving my certificate.

• I understand if I do not consent to an electronic result being issued to the registered body
submitting my application that I must not proceed with this application, and I should submit a
paper application form.

• I understand that to withdraw my consent whilst my application is in progress, I must contact
the DBS helpline on 03000 200 190.  My application will then be withdrawn.

Signed (wet signature only): Dated: 

https://www.gov.uk/government/publications/dbs-code-of-practice
https://catholicsafeguarding.org.uk/resources/safeguarding-forms/
https://catholicsafeguarding.org.uk/resources/safeguarding-forms/
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