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DBS Identity Verification Form – Interview Stage
This form should be completed at interview stage.  Once completed the form and copied documents should be added to the applicant record in Taleo if applicable, or sent to HRTransactionalTeamCorporate@walsall.gov.uk along with the remainder of the recruitment paperwork.  The Team will complete the ID on the DBS e-bulk application.
Applicants Name: ……………………………………………………………………………………………........

Position Applied For: ………………………………………………………………………………………………

Directorate: ………………………………………………………………………………………………..

Route One – the applicant must produce a Group 1 document and 2 further documents from either Group 1, Group 2a or 2b one of which must verify their current address.  If the applicant satisfies this route then the document check is complete, if not go to Route Two. Please Note:  None UK applicants can only apply via Route 1.
Route Two – the applicant must produce 3 documents from Group 2 comprising 1 from Group 2a, and 2 further documents from Group 2a or 2b one of which must verify their current address and one must verify your date of birth.  In addition an external ID validation service will be required to establish the applicants name and living history footprint. The HR Transactional Team will complete the external checking process.
Route Three – The applicant must produce a certified UK birth certificate and 4 further documents from Group 2 comprising of 1 document from Group 2a and 3 further documents from Group 2b one of which must verify their current address.
	Group 1 – Primary Trusted Identity Credentials
	Date of Issue
	(

	Birth certificate issued at time of birth (UK and Channel Islands – including those issued by UK authorities overseas, e.g. embassies, High Commissions and HM Forces )
	
	

	Passport – any current or valid passport
	
	

	Current driving licence photo card UK/Isle of Man/Channel Islands and EEA (full or provisional). All licences must be valid in line with current DVLA requirements. E.g. in current address 
	
	

	Biometric Residence Permit (UK)
	
	

	Adoption Certificate (UK)
	
	

	
	
	

	Group 2a – Trusted/State Issued Documents
	Date of Issue
	(

	Birth Certificate (UK, Isle of Man & Channel Islands) issued after time of birth
	
	

	Current driving licence (UK/Isle of Man/Channel islands) - old style paper version issued before 1998 – Full or Provisional All licences must be valid in line with current DVLA requirements. E.g. in current address.
	
	

	Current driving licence photo card (All countries outside the UK, excluding IOM and the Channel Islands)
	
	

	Immigration document, Visa or Work permit Issued by a country outside the UK. Valid only for roles whereby the applicant is living and working outside of the UK. Visa/permit must relate to the non UK country in which the role is based
	
	

	Marriage/Civil Partnership Certificate (UK & Channel Islands)
	
	

	HM Forces ID Card (UK)
	
	

	Fire Arms Licence (UK & Channel Islands and Isle of Man)
	
	

	
	
	

	Group 2b – Financial/Social History Documents
	Date of Issue
	(

	Mortgage Statement (UK)**
	
	

	Bank/Building Statement (UK and Channel Islands) or a Bank/Building society account opening confirmation letter*
	
	

	Bank/Building Statement (Countries outside the UK, must be the country where the applicant lives and works)*
	
	

	Credit Card Statement (UK) *
	
	

	Financial Statement – e.g. pension or endowment, (UK) **
	
	

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

	Council Tax Statement (UK & Channel Islands) **
	
	

	A letter of Sponsorship from a future employment provider – Non-UK only for applicants residing outside the UK at the time of application. Must still be valid
	
	

	Utility Bill (UK) verifying current address – Not Mobile phone *
	
	

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

	A document from Central/Local Government/Government Agency/Local Authority giving entitlement (UK & Channel Islands) e.g. from the Department of Work and Pensions, the Employment Service, HMRC*
	
	

	EEA National ID Card or Irish Passport Card, cannot be used with an Irish Passport (must still be valid)
	
	

	A card carrying the PASS accreditation logo (UK, Isle of Man & Channel Islands) Must still be valid
	
	


Please note:  If a document listed above is denoted with * it should be less than 3 months old.  If it is denoted with ** it should be issued within the last 12 months. 
If an applicant is unable to provide the type and number of documents listed above, please contact the HR Transactional Team on 01922 655667 to request a paper DBS application form
ID Verifiers must:

· Follow the three route checking process

· Check and validate the information provided by the applicant

· Establish the true identity of the applicant through the examination of the documents detailed above

· Copy the documents and supply them with the form 

Failure to do this may compromise the integrity of the DBS disclosure

I declare that:

· I have read the Council guidance on DBS identity checking and understand my responsibilities in identifying the candidate

· I have met and positively identified the above named person and verified their current address
	EVIDENCE SEEN AND CHECKED BY:

	(Signature)
	(Date)

	(Print Name)



SDM 07/2021

