Overview of how to apply for a DBS check
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NOTE: YOU CANNOT START YOUR ROLE UNTIL THE DBS CHECK HAS BEEN RECEIVED AND SEEN BY THE RECRUITER AND, IF REQUIRED, THE DSA HAS ASSESSED THE SAFETY OF THE APPOINTMENT

Confidential Declaration Form


The Confidential Declaration form, asks a series of questions relating to any history of cautions, convictions, offending or behaviour incompatible with working with vulnerable children or adults.  It offers you the opportunity to self-disclose and make the appointing body aware in advance of any disclosure that may come back from the DBS check.


Online form /
 ID Documents


You will then need to enter your details through the online form, and contact your DBS Recruiter to arrange for your ID documents to be verified. 


Details submitted


The DBS Recruiter will then submit the details of the ID check online and finalise the processing.


You should complete the form and return it to your DBS Recruiter


 By completing this form you are indicating your consent for the Diocese of Truro to carry out your DBS check.


DBS Recruiter


The DBS Recruiter will provide you with the instructions on how to apply, the website link to use and what login details to use for a check in your parish. 


The required documents are detailed in the E-Bulk Guide for DBS Applicants which the DBS Recruiter will have given you when you started your application. 


You need to be able to show the original documents; copies are not acceptable.


A counter-signatory at ThirtyOne:Eight will then authorise the DBS and transfer the check details securely to the Disclosure and Barring Service.


DBS  Service checks 


The DBS service will  undertake a number of checks, verifying your identity and checking for records relating to you on national and local police computer systems, and where relevant, checking also against the Barred Lists. 


The process can take up to 3 months as standard, depending on a number of factors such as how many force areas you have lived in, how many people have similar names to you that you need to be distinguished from, and how many records exist relating to you on different computer systems.  However, over 80% of checks are completed within 1 week.


Delays with specific police forces can result in waits of up to 6 months.  (If you know you need a check you should apply at the earliest opportunity or if you are coming up for renewal, please try to apply 6 months in advance to avoid any delays)


Certificate Rturned


Once the checks are all completed, the applicant is sent the only copy of the printed certificate. 


Certificate 
received


Upon receipt of your certificate you MUST show the original certificate to your DBS Recuiter 


Details 
recorded


They will record the certificate number and issue date, and check that it is clear of any disclosure information. 





If ANY information is disclosed on the certificate (no matter whether it seems relevant or not) then the DBS  Recruiter must to inform the Diocesan Safeguarding Advisor so that a process can be undertaken to assess the safety of the individual’s appointment





















