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Online DBS Applications – Data Capture Form
Bolton Council process Disclosure & Barring Service applications online via Complete Background Screening Ltd.  CBS Ltd. have worked with the DBS for many years and have developed a highly secure and user-friendly system to process checks online.   Please be assured that your data will be processed to the highest security and confidentiality standards, with robust protection elements in-built to the CBS system. Only those people with a genuine reason to process your data for reasons of recruitment will have access to it. Transfer of personal data will only occur electronically in accordance with the standards set out in, and required by, the Ministry of Justice Code of Connection for this system.  

Please complete Sections A & B ensuring you have read and understand the documentation at the links provided.  You then need to see the person who asked you to undertake the check with your identity documentation.  

As part of the application process, you will need to complete your personal details, including a full 5 years’ address history with no gaps, and a declaration of all used names e.g. maiden name.  

	PERSONAL INFORMATION – SECTION A

	Full Name
	
	Title
	

	Support to
	

	Email Address
	

	Contact Number
	

	Current Address
	

	Post Code
	
	Date Moved in
	(If less than 5 years ago, complete below)

	Address 2
	
	
	

	Post Code
	
	Date Moved in
	

	If more than 2 addresses over 5 year period, please use separate sheet

	Date of birth
	
	NI Number
	

	Birth Town
	
	Birth Country
	

	Surname at Birth
	
	Used until
	

	Other names used
	
	Used until
	

	If you need to add more names and address, please do so on a separate sheet, using the same format

	Declaration and Consents – Section B

	Do you have any unspent conditional cautions or convictions under the Rehabilitation of Offenders Act 1974? 
	No
	|_|

	Yes
	|_|


	Do you have any adult cautions (simple or conditional) or spent convictions that are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2020?.  If in doubt, see www.gov.uk/government/collections/dbs-filtering-guidance
	No
	|_|

	Yes
	|_|


	By signing below I confirm that the information provided in support of this application is complete and true and understand that knowingly making a false statement for this purpose may be a criminal offence. 
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.

	

	Date
	

	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 information. In some cases the registered body may provide this information directly to my employer prior to me receiving my certificate.

	

	Date
	

	Identity Check – Section C


	To be completed by the person responsible for verifying identity only – please ensure that you have carefully checked the required identity documents against the Identity Checking Guidelines.    If you have been unable to verify any photographic ID or not seen a birth certificate issued within 12 months of birth (*known as Route 1 ID) further information may be required from the applicant.  Note: non-UK nationals doing paid work MUST be able to provide documents showing their right to work, they can use no other route to ID checking.


	Applicants Position    
	     
	Volunteer?
	

	Workforce
	Child
	     
	Adult
	     
	Both
	     
	Other 
	     

	Application for New Post Holder
	
	Application for Existing Post Holder
	

	Please complete full details for as many of the below as possible: 

	Passport Number* 
	     
	Nationality
	     

	Date of Issue
	     
	Country of Issue
	     

	Driving Licence Number
	     

	Date of Issue
	     
	Country of Issue
	     

	Licence Type 
	Paper
	     
	Photo*
	     

	Birth Certificate* date of birth
	     
	Issue Date
	     

	Country of Issue
	     


	Bio Residence
Permit
	
	Other immigration/RTW document; give detail below if needed
	

	



	Please confirm that you have verified the applicant’s current address and if resident there for less than 3 months, seen evidence for the previous address.  
	

	Please confirm that you have verified the applicant’s date of birth.

	

	I confirm that I have seen the original documents as detailed above and can confirm the identity of the applicant and have verified a right to work if applicable.     I understand that copy documents must be stored and destroyed securely and in accordance with the General Data Protection Regulation.

	Print Name


	
	Position
	

	Signature 


	
	Date 
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