
Basic DBS Application form – Applicant Details:

Please enter your details into the right-hand column in CAPITAL LETTERS 

in the fields below and then return to the person who asked you to fill in this form

	Your Personal Details:

	Gender:
	Male / Female

	Title:  (please circle/delete):
	Mr / Miss / Miss / Ms / other.................................

	Current Full Name (enter in fields below)

	First name:
	

	Middle Name/s:
	

	Surname:
	

	Date of Birth:
	

	Passport Number (if you have one):
	

	Passport country of Issue
	

	Driving Licence Number (if you have one) Note: this is a 16 digit number that starts with the first 5 letters of your surname
	

	NI Number *not mandatory: 
	

	Your Telephone Number:
	

	Your email address:
	

	Language:  (please circle/delete)
	English /Welsh


	Full 5 Year Address History nb: postcode must be provided if in UK

	Current Address:

	Address Line 1:
	

	Address Line 2:
	

	Town:
	

	Postcode
	

	County:
	

	Country:
	

	Date From (month/year):
	


	Other addresses including overseas addresses (dating back to last 5 years if applicable)

-use extra sheet if needed

	Address 2 (if applicable):

	Address Line 1:
	

	Address Line 2:
	

	Town:
	

	Postcode
	

	County:
	

	Country:
	

	Date From (month/year):
	

	Date To (month/year):
	

	Address 3 (if applicable):

	Address Line 1:
	

	Address Line 2:
	

	Town:
	

	Postcode
	

	County:
	

	Country:
	

	Date From (month/year):
	

	Date To (month/year):
	


	Other Details

	Town of birth:
	

	Country of Birth:
	

	Nationality at Birth:
	

	Have you changed your nationality since birth: 
	Yes/No 

	Current Nationality (if different):
	

	Mothers maiden (family/surname) name:
	

	Are you now, have you ever been, or were you at birth known by a different name
	Yes / No

	Other Names – if you have used any other names in your lifetime, please provide them below:

	Other Name #1:
	

	Type:  Forename / Surname:
	

	Used from (year) :
	

	Used to (year) :
	

	Other Name #2:
	

	Type:  Forename / Surname:
	

	Used from (year) :
	

	Used to (year) :
	


Statement of Fair Processing

I give consent for this information to be passed to Mayflower Disclosure Services Ltd in order to process my Disclosure.

By providing Mayflower Disclosure Services Ltd (MDS) with your personal details, you agree to accept and be bound by the terms of this statement of fair processing which is summarised below.
Using the IT specification supplied by the Disclosure and Barring Service (DBS), Mayflower Disclosure Services Ltd provides an online disclosure system.
Our online service is committed to protecting the privacy of our users. When you supply any personal information to this site we have legal obligations towards you in the way we deal with your data as follows:
1.      We will hold your personal information on our systems for as long as needed to meet the service you have requested, and remove it in the event that the purpose has been met.
2.      We will ensure that all personal information supplied is held securely, in accordance with the UK Data Protection Legislation and the European General Data Protection Regulation (GDPR).
3.      We will provide a safe and secure experience for users of this site.
4.      We will ensure that the information you submit to us remains private, and is only used for the purposes set out below.
Fair Processing Principles

· Your personal information is only processed with your knowledge.
· Only information that we actually need is collected and processed.
· Your personal information is only seen by those who need it to do their jobs.
· Personal information is retained only for as long as it is required.
· Decisions affecting you are made on the basis of reliable and up to date information.
· Your information is protected from unauthorised or accidental disclosure.
· Inaccurate or misleading data will be corrected as soon as possible.
· Procedures are in place for dealing promptly with any dispute.
All information requested is used solely for the purpose of producing a Disclosure Scotland or DBS certificate (as appropriate for your location) and is collected, stored and processed by Mayflower Disclosure Services Ltd, Disclosure Scotland and the DBS in accordance with the UK Data Protection Act Legislation and GDPR. We will treat your personal information as confidential and we will not disclose it to any third party except: (i) with your prior agreement; (ii) as necessary for providing our eBulkPlus online disclosure service to you; or (iii) as required by law.
Any organisation which uses this eBulkPlus online disclosure service is obliged to sign a service contract requiring them to:
· Abide by the UK Data Protection Legislation and GDPR
· Have a policy for secure storage, handling, use, retention and disposal of Disclosures and Disclosure Information 
The Mayflower Disclosure Services Ltd eBulkPlus solution is hosted within an ISO27001, Capita owned data centre and all components of the service are protected by intrusion detection and intrusion prevention devices. Completed applications are fully encrypted and securely transferred to Disclosure Scotland and DBS using the eBulkPlus Interface.
The Disclosure and Barring Service will refer the details provided on this application form to government and law enforcement bodies in accordance with any relevant legislation. The details provided to these bodies will be used for identifying possible matches to records held by them. Where such a match is established, data may be released to the DBS for inclusion on any certificate issued. The details provided on this form may be used to update the records held by the bodies specified above. The details provided on the application form may be used to verify your identity for authentication purposes. The DBS may use any information provided by the DBS on a certificate or otherwise held by the DBS to inform any of its barring decisions made under its powers within the Safeguarding Vulnerable Groups Act 2006.
 

 FORMCHECKBOX 
Top of Form

I have read and understand this statement (tick to confirm) 

Bottom of Form

Applicant Consent

Privacy Policy - basic check declaration

 FORMCHECKBOX 
I can confirm that I have read the Basic DBS Check Processing Privacy Policy https://www.gov.uk/government/publications/dbs-privacy-policies and I understand how DBS will process my personal data.

Consent to transfer of information to the DBS

 FORMCHECKBOX 
 I consent to the transfer of my information to the DBS for the purpose of a Basic DBS Application.

Consent to obtain basic check electronic result

 FORMCHECKBOX 
I consent to the DBS providing an electronic result directly to the responsible organisation that has submitted my application. I understand that an electronic result contains a message that indicates either the certificate does not contain criminal record information or to await certificate which will indicate that my certificate contains criminal record information

Consent to obtain basic check electronic result

 FORMCHECKBOX 
 I consent for the DBS to send my paper Basic DBS certificate directly to Mayflower Disclosure Services Ltd or the Recruiting Organisation and understand that I will not receive a copy at my home address.

Declaration By Applicant

 FORMCHECKBOX 
I have provided complete and true information in support of the application and I understand that knowingly making a false statement for this purpose is a criminal offence.

	Applicant Consent

	Name:
	

	Signature:
	

	Date:
	


Please return your completed & signed form to the person that gave it to you.  You will also need to show them some I.D documents.  Please see the list of Acceptable I.D documents on the next page.



	Basic DBS Group 1
Primary Identity Documents

	· Current valid Passport

· Current Biometric Residence Permit (UK)

· Current Driving Licence – photo card (UK / Isle of Man / Channel Islands and EEA) (Full or Provisional) 

· Adoption Certificate (UK / Channel Islands)

· Birth Certificate (UK / Isle of Man / Channel Islands) (Issued within 12 months of birth)

Full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions & HM Forces. (Photocopies not acceptable)




	Basic DBS Group 2a
Trusted Government Documents
	Basic DBS Group 2b
Financial & Social History Documents

	· Current Driving Licence – photo card only (All Countries except UK)  (Full or Provisional)

· Current Driving Licence – paper version (UK / Isle of Man / Channel Islands / EEA) (Full or Provisional)

· Birth Certificate (UK / Isle of Man / Channel Islands) (Issued after time of birth)

· Marriage / Civil Partnership Certificate (UK / Channel Islands)

· HM Forces ID Card (UK)

· Fire Arms Licence (UK / Isle of Man / Channel Islands)
· Non-EEA Immigration Document/VISA/Work Permit – Valid only when applicant is living and working outside of UK
	· Mortgage Statement (UK or EEA) (Non-EEA Statements not accepted) **

· Bank/Building Society Statement (UK / Channel Islands / EEA) (Non-EEA Statements not accepted) *

· Bank/Building Society Account Opening Confirmation Letter (UK)

· Credit Card Statement (UK or EEA) (Non-EEA Statements not accepted) *

· Financial Statement e.g. pension, endowment, ISA (UK) **

· P45/P60 Statement (UK / Channel Islands) **

· Council Tax Statement (UK / Channel Islands) **

· Utility Bill (UK) - Not Mobile Phone *

· Benefit Statement (UK) e.g. Child Allowance, Pension *

· Document from Central/ Local Government/ Government Agency/ Local Authority (UK / Channel Islands) *

e.g. DWP, Employment Service, HMRC, Job Centre, Social Security

· EEA National ID Card – must be valid

· Cards carrying the PASS accreditation logo (UK / Isle of Man / Channel Islands) – must be valid

· Letter from Head Teacher or College Principal (16-19 year olds in full-time education in the UK)

· Non-EEA Bank/Building Society Statement

Valid only for roles where applicant is living and working outside of UK – Statement must be from country where role is based

· Letter of Sponsorship from future employer

Non-UK or Non-EEA only – valid only for applicants residing outside UK at time of application

	Please note if a document in the List of Valid Identity Documents is:

· Denoted with * - issued in the last 3 months

· Denoted with ** - issued in the last 12 months


	* Paid Non-EEA Nationals (2 documents to be seen) 1 x Primary Document (*see below) plus 1 x Further Document from Group 1, 2a or 2b.
Basic DBS Primary Non-EEA Documents

	· Current Biometric Immigration Document (Biometric Residence Permit) (UK)

Issued by the Home Office to the holder indicating that the person named is allowed to stay indefinitely in the UK, or has no time limit on their stay in the UK

· Current Biometric Immigration Document (Biometric Residence Permit) (UK)

Issued by the Home Office to the holder which indicates that the named person can currently stay in the UK and is allowed to do the work in question 

· Current valid Passport

Endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no time limit on their stay in the UK

· Current valid Passport

Endorsed to show that the holder is allowed to stay in the UK and is currently allowed to do the type of work in question

· Certificate of Application issued by the Home Office under regulation 17(3) or 18A(2) of the Immigration (European Economic Area) Regulations 2006 (UK)

To a family member of a national of a European Economic Area country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old together with a Positive Verification Notice from the Home Office Employer Checking Service

· Application Registration Card (UK)

Issued by the Home Office stating that the holder is permitted to take the employment in question, together with a Positive Verification Notice from the Home Office Employer Checking Service

Applicants providing one of the following documents must also provide a current valid Passport: 

· Current Residence Card (including an Accession Residence Card or a Derivative Residence Card) (UK)

Issued by the Home Office to a non-European Economic Area national who is a family member of a national of a European Economic Area country or Switzerland or who has a derivative right of residence

· Current Immigration Status Document (UK)

Containing a photograph issued by the Home Office to the holder with a valid endorsement indicating that the named person may stay in the UK, and is allowed to do the type of work in question, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer

· Current Immigration Status Document (UK)

· Issued by the Home Office to the holder with an endorsement indicating that the named person is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK, together with an official document giving the person’s permanent National Insurance number and their name issued by a Government agency or a previous employer


Basic DBS List of Acceptable Identification: 2 x Routes can be taken *except for Paid non-EEA nationals.  You must verify applicant’s ID in accordance with the � HYPERLINK "http://dbsdirect.co.uk/customer-page.php" \l "1" �DBS ID Checking Guidelines�.





 	





Basic Checks – Lists of Acceptable ID:


The lists of acceptable ID that can be used for Basic DBS applications and Basic Scotland are different – see tables below.  Original documents must be seen by a nominated ID checker/Application Manager.





 	





* For Paid Non-EEA nationals only


 (2 x documents to be seen)





1 x Primary Non-EEA Document 


1 x further document from Group 1, 2a or 2b





Combination of documents must confirm name, DOB & current address.





If unable to satisfy Route 1a, basic check cannot be submitted.








Route 2 – For all applicants except paid non-EEA nationals


(3 x documents to be seen)





1 x document from Group 2a.


2 x further documents from Group 2a or 2b.





Combination of documents must confirm name, DOB & current address.





If unable to satisfy Route 2, basic check cannot be submitted.








Route 1 – For all applicants except paid non-EEA nationals


(2 x documents to be seen)





1 x document from Group 1.


1 x further document from Group 1, 2a or 2b





Combination of documents must confirm name, DOB & current address.





If unable to satisfy Route 1, proceed to Route 2.





Or
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