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 ng the applicant:
Brief the applicant on the type of applica  on you require them to make:

•  DBS Disclosure (Enhanced)
•  DBS Disclosure (Standard)

Ensure the applicant knows why they are being asked for the applica  on and how the informa  on provided will be used. 

Types of checks available 

Regulated ac  vity can include, but is not limited to, contact with children or vulnerable adults (e.g. teaching, training, care, 
 ed place (e.g. schools, registered childcare se   ngs, care homes, 

 ni  on of regulated ac  vity is available from 10 September 2012.  Please refer to 
www.gov.uk/dbs for further informa  on.

Give the applicant a copy of the Guidance notes for applicant along with an Applica  on Form.

Your responsibility as an ID Evidence Checker

Check the applicant has completed the Applica  on Form correctly. If the applicant has responded YES to a mandatory 
ques  on (marked in yellow box) they MUST complete the further sec  ons as requested.

 rm all of the applicant’s personal details against the ID supplied. Ensure they have provided middle names and 
any previous names used e.g. maiden name. You must validate the current address against a document i.e. u  lity bill. If you 
have any queries please contact GBGroup for guidance as failure to fully validate the informa  on can invalidate 
the Disclosure.

Guidance Notes for Approved 
ID Evidence Checker
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Sec  ons to be completed by you:
The details below should be completed by the approved ID evidence checker for all applica  ons.

You are required to verify su    rm all the details provided by the applicant in 
sec  on a and record the details on the Iden  ca  on Document (ID) Form.

 ca  on process, complete the box located in sec  on a of 
the Applica  on Form. 

Only put a cross in the boxes if you have seen the original ID document to verify the 
informa  on provided by the applicant.

 rm the current address provided in 
sec  on b. A driving licence should not be used to verify current address.

This sec  on must be  ca  on boxes contained in sec  ons a and b, all of which relate to the 
iden  ty of the applicant. 

Only original documenta  on should be provided by the applicant; do not accept photocopies or documents downloaded 
from the internet e.g. online bank statements. A full list of acceptable ID documenta  on is available overleaf. You are also 
required to complete the Iden  ty Document (ID) Form.

 

If the applicant has already completed this sec  on, ensure the details are correct. 

evidence of iden  ty

applicant’s details

current address

Sec  on x 61 and 62

a

b

w

x
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Current valid passport

Biometric Residence Permit (UK)

Current driving licence photocard - (full or provisional), UK, Isle of Man, Channel Islands and EEA

Route 3Route 2Route 1a

Evidence of ID

Route 1

ID
 R

eq
ui

re
m

en
ts

One Group 1 document
plus

Two documents from 
any group

ONE Primary 
Document 

plus 
TWO documents from 

any other group

One Group 2a 
document

plus
Two documents from 

any group.
GBG will also perform 

an external ID 

Isle of Man and 
Channel Islands)

plus
One Group 2a 

document
plus

Three documents 
from any group

Full details of the ID requirements can be found on the DBS website, at

Group 1 Documents

Current driving licence photocard - (full or provisional). All countries outside the EEA
(excluding Isle of Man and Channel Islands).

Current driving licence (full or provisional) - paper version (if issued before 1998). UK, Isle of Man,
Channel Islands and EEA.

Group 2a Documents

which the role is based.

Firearms licence, UK, Channel Islands and Isle of Man

this should be via the Route 1 criteria below. Where an applicant cannot meet Route 1 requirements, Route 2 should be
followed. If Route 2 cannot be followed, Route 3 should be followed. Fingerprints may be required for applicants unable

Route 1A only



Issued in last 3 months

Bank or building society statement. 

Bank or building society statement. 
Countries outside the EEA. Branch 
must be in the country where the 
applicant lives and works

Bank or building society account 

Document from Government 

Islands) e.g. from Department for 
Work and Pensions.

Group 2b Documents

Issued in last 12 months No age limit

Financial Statement, e.g. pension, 

Council Tax Statement 

only) – for applicants residing outside 

circumstances where other ID cannot 
be obtained.

Irish Passport Card. Cannot be used with 

Passport endorsed to show that the holder is exempt 
-

Passport endorsed to show that the holder is allowed 

-

Employer Checking Service. 

Checking Service.

Primary Documents

Current Residence Card (including an Accession 

Insurance number and their name issued by a Govern-
ment agency or a previous employer. 

their name issued by a Government agency or a 
previous employer.
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Payment:
Your contract with GBGroup will determine the payment required.

Cheques should be made payable to GBGroup.

  ons 2002, as “Any person engaged in 
an ac  vity which involves spending  me, unpaid (except for travel and other approved out-of-pocket expenses), doing 

 t some third party and not a close rela  ve.”

The applicant must not:
• Receive any payment (except for travel and other approved out-of-pocket expenses)
• Be on a work placement
• Be on a course that requires them to do this role
• Be in a trainee posi  on that will lead to a full   ca  on

 ni  on of volunteer for the purpose of the Disclosure applica  on please 
 ca  on. Payment may be required at a later date if an applica  on is inappropriately submi  ed for a 

voluntary post.

Forward the applica  on to GBGroup:

Using the address label provided, forward the applica  on to GBGroup.

Include:

1. Applica  on form
2. Iden  ca  on Document (ID) form

Con  nua  on sheets (if used). These are available to download from www.gov.uk/dbs
4. Payment 

What happens next?
 
GBGroup checks the form for accuracy, completes sec  ons x and y, records the applica  on details and forwards the 
applica  on to DBS for further processing.

 on Service is required to validate the applicant’s iden  ty successfully, GBGroup will carry out 
this service once the applica  on has been submi  ed by the organisa  on.

Once the Disclosure process is complete, one copy of the Disclosure will be issued. This will be sent to the applicant.

For further informa  on visit www.gov.uk/dbs

these hours.
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GBGroup, 1 Wilford Business Park, Ruddington Lane, No   ngham, NG11 7EP
E: contactus@gbgplc.com             T: 0845 251 5000              W: www.onlinedisclosures.co.uk
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