	    Pre-Employment Screening 
Identification Evidence Sheet (DBS)
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	The Councils approach to pre-employment screening is to obtain relevant and proportionate information directly from the job applicant and where necessary other sources to satisfy its legal responsibilities and reduce security or safeguarding risks that the Council and its service users might be exposed to. 
This  form is used to verify the individual’s true identity and meet the identification checks for a Disclosure & Barring Service.
· The identification checks must be undertaken by an authorised and trained employee of the Council. 

· Only valid current and original documentation can be accepted as evidence of identification and these must be presented in person.
· There may be occasions where the Council will need to use the External ID validation service to confirm an applicants true identity. If there are discrepancies in the information provided by the applicant and/or the identity documents supplied then the ID verifier must contact HR Support for further advice.

	Applicants Name:
	

	Date of Birth:
	

	Applicant Address:
	

	Applicant/Employee No: or external No
	

	Job Title
	

	Post number/Location 
	

	ID Verifiers Declaration  - Please Tick and Sign [image: image2.jpg]




	Verification of Applicants True Identity:
I confirm that I have seen the applicant in person and have established their true identity having 
been presented original and acceptable documents, such as a passport or UK driving licence or 
national identity card together with acceptable documents providing their current address.

	DBS Check (where relevant to the postion applied for): 

I have established the true identity of the applicant by examining a range of documents as set out
 in the DBS guidance and verified the information provided by the applicant on the DBS application 
form.

Please clearly indicate the type of DBS check required. Please indicate [image: image3.jpg]


or  × in the boxes.
Pre Employment
Standard

Children
Renewal or

In post     
 Enhanced
Adults
Justification for check 
VERIFIER TO COMPLETE:

	Full Name of ID Verifier 

(BLOCK LETTERS):
	

	Signature:
	

	Employee Number:
	
	Date:
	

	Contact name if different from above.

	

	Disclosure and Barring Service Document Check List  - place [image: image4.jpg]


or place an × in the boxes.   Documents must prove current name, date of birth & current address.                                        Document from Group 1 + 2 documents from any group.


	GROUP 1 – Primary Trusted Identity Documents
	Tick 

	Current Valid passport      Passport Number:                                          Nationality:
                                           Issue Date:                                                    Date of birth:
	

	Biometric Residence permit (UK)
	

	Current Driving Licence Photocard only - UK, Isle of Man, Channel Islands and EU (full or provisional)              All licences must be valid in line with current DVLA requirements
Driving Licence No:                                                Issue Date:                   Date of birth:
	

	Birth Certificate (UK & Channel Islands) – issued at the time of birth.: 

Date of birth:                                           Issue date:              

(including those issued by UK authorities overseas, such as Embassies, High Commissions and HM forces)
	

	Adoption Certificate (UK and Channel Islands)
	

	GROUP 2a – Trusted Government/ State issued Documents
	Tick

	Current driving licence – photocard - All other countries (full or provisional)
	

	Current driving licence – paper version - UK, Isle of Man, Channel Islands and EU (full or provisional)
	

	Birth Certificate (UK & Channel Islands) – issued after the time of birth
	

	Marriage/Civil partnership Certificate (UK & Channel Islands)
	

	HM Forces ID Card (UK)
	

	Fire Arms Licence (UK & Channel Islands)
	

	GROUP 2b – Financial/ Social History Documents
	Tick 

	Mortgage Statement (UK or EEA)** 
	

	Bank/Building Society Statement (UK or EEA) * 
	

	Bank/Building Society Account opening Confirmation Letter (UK)*
	

	Credit Card Statement (UK or EEA)* 
	

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

	P45/P60 Statement ** (UK & Channel islands)
	

	Council Tax Statement (UK & Channel Islands) **
	

	Work Permit/Visa (UK) (UK Residence Permit) **
	

	Letter of sponsorship from future employment provider (Non UK/Non EEA only – valid only for applicants residing outside of the UK at the time of application
	

	Utility Bill (UK) * – not mobile telephone 
	

	Benefit Statement * - e.g child Allowance, Pension
	

	A document from Central/Local Government/Government Agency/Local Authority giving entitlement *  e.g from the Department for Work & Pensions, the Employment Service, Customs & Revenue, Job Centre, Job Centre Plus, Social Security (UK & Channel Islands)
	

	EU National ID Card
	

	Cards carrying the PASS accreditation logo (UK & Channel Islands)
	

	Letter from head teacher or College Principal (16 - 19 year olds in full time education – only used in exceptional circumstances when all other documents have been exhausted)
	


* = Documentation should be less than 3 months old . 
 ** = Documentation should be issued within the past 12 months.   
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