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Applicant’s Guidance- DBS

Thank you for expressing an interest in becoming a volunteer with The Scouts.  
This document explains the process of applying for a criminal record check for England and Wales. These are processed by the Disclosure and Barring Service (DBS). A criminal records check is one part of The Scouts’ vetting process. 

Adults who hold voluntary roles within Scouting are eligible for free DBS checks, according to the DBS definition of a volunteer as defined in the Police Act 1997 (criminal records) Regulations 2002. If your role involves you volunteering with young people under Regulated Activity, you will require an Enhanced with Barring check. More information about Regulated Activity is here: Regulated Activity and Regulated Roles in Scouting | Scouts

The completion of the DBS check is an important part of keeping young people in Scouting safe, we recognise that, if you have a criminal record, this is not an automatic bar to obtaining a position. The HQ Safeguarding Team assess all information on criminal record checks using the Safeguarding and Vetting Decision Guidance document (see POR Chapter 16: Adult Roles) They will also refer to The Rehabilitation of Offenders Act 1974 and The Exemptions Order 1975 as well as any known information.

Your personal data will be stored on your membership record on scouts.org.uk to support your application process, as well as your current and potential future involvement in Scouting. It is also kept for monitoring purposes. Some information is considered special category data under the General Data Protection Regulation and the Data Protection Act 2018, and as such will be managed as required under the regulation. Further information can be found at www.scouts.org.uk/dppolicy and our Policy for Handling DBS Information.

‘All-in-One’ route or ‘On Site’ route

Once you have added your personal details to scouts.org.uk and, if your role in requires a DBS check, you will be asked to meet a member of the Scouts’ local team to process your DBS application. They will discuss with you whether to use the ‘All in One’ route or the ‘On Site’ route’.

· If you use the ‘All in one’ route you will receive a link by email requesting that you log on to Atlantic Data which is the service provider that Scouts use to process DBS applications. You will need to input your personal data into Atlantic Data before the ID Checker validates your ID. More guidance is here:  complete disclosure request 'all in one' route through Atlantic Data (as applicant) 
· If you use the ‘On-site’ route, the ID Checker will meet with you to input your information, check your ID and process your application through Atlantic Data. 

Key Points

· Your application form needs to be fully completed and contain full, accurate information including all full, middle names, previous names and correct spelling or DBS will not progress your application.

· You will be required to declare all previous name changes and provides documentary proof to the ID Checker to support any name changes

· Your ID must be valid, current, and original documentation. They cannot be photocopies or printed from the internet unless a printed bank statement but this has to be stamped and signed by the bank.

· You will need to provide details of all addresses for the past 5 years. 

· The ID checker is required to cross-match your ID documents with your application and talk to you about any queries.

· DBS require that a record of your ID documents is retained for 2 years. This is retained in Atlantic Data

· If you have an unusual address you can find guidance here: DBS unusual addresses guide - GOV.UK

· For trans volunteers who do not wish to disclose previous names and genders, the DBS offer a service to support trans applicants via the DBS Sensitive Applications Team. More information on transgender applications, including where to go for support, is available on gov.uk, through emailing sensitive@dbs.gov.uk or by calling 0300 106 1452.

· If you have any problems regarding your ID documents or queries regarding The Scouts’ disclosure process, please email  disclosures@scouts.org.uk.

· For a full list of ID that you can use, please see pages 3-5 of this document. Further information can be found here: ID checking guidelines for Standard/Enhanced DBS check applications from 22 April 2025 - GOV.UK

When you receive your DBS certificate

When DBS conclude their check and send you your certificate, they will inform The Scouts whether your certificate contains information or is clear. If your certificate shows adverse information such as convictions, cautions or police information, scouts.org.uk will email you and ask you to post the original certificate (we suggest by recorded delivery) to the Safeguarding Team at HQ. More information is here: Adverse criminal record checks | Scouts
The HQ Safeguarding Team will return the original certificate to you. They may ask you to provide further information and will need to see your references if you do not yet have them on scouts.org.uk. 

Receiving the DBS certificate does not mean that you can immediately volunteer in a full role even if your certificate is clear. The Safeguarding Team will consider all known information before completing the vetting process.

References

As part of The Scouts’ Safer Recruitment procedures, alongside a criminal record check you will need to have references from at least 2 people on scouts.org.uk. Please add to scouts.org.uk the details of 2 (preferably 3) people who can act as referees for you. 
You just enter your referees’ information, click submit and they’ll be contacted and asked to respond. 
· They should be known to you and can be contacted by email.
· They should have knowledge of your work or contact with young people and should be able to comment on your character and relationships with others.
· At least one referee should have known you for at least five years
· One of the referees must not be from Scouting.
· Referees must be aged 18 or over; and must not be relatives.
· Please check with the referee first that they are happy to provide a reference for you and check carefully the email address they wish to use.

Note: The referees’ personal data will only be used for the purposes of providing a reference
References are not required for Helper roles

Read the references digital tool guide to find out how to request references in scouts.org.uk.








List of Acceptable Identity Documents for DBS

The Scouts follow the  ‘Route 1’ process which requires
- One document from Group 1 AND
- Two further documents from either Group 1, or Group 2a, or 2b, 

The combination of documents presented must confirm your name and date of birth.

Group 1: Primary identity documents
	Document
	Notes

	Passport
	Any current and valid passport. A UK passport can be expired up to a maximum of 6 months.

	e-Visa
	Accessed via the ‘View and Prove’ service. The share code requested by the applicant should be a ‘general’ share code. If you do not have a UKVI account to access your eVisa you can create you can create one online (Get access to your online immigration status (eVisa) - GOV.UK)

	Biometric residence permit (BRP)
	UK.  A BRP showing Indefinite Leave to Remain, Indefinite Leave to Enter or No Time Limit can be used up to 18 months past the expiry date of the BRP. BRP holders should be encouraged to create an account and access their eVisa

	Application Registration Card (ARC)
	Issued by the Home Office. Must be checked against the Home Office Employer Checking Service.

	Current driving licence photocard - (full or provisional)
	Current and valid photocard driving licence issued by UK, Isle of Man, and Channel Islands, showing current or permanent address. From 8 June 2015, the paper counterpart to the photocard driving licence will not be valid and will no longer be issued by DVLA  

	Birth certificate - issued within 12 months of birth
	UK, Isle of Man, and Channel Islands - including those issued by UK authorities overseas, for example embassies, High Commissions and HM Forces. Must be original birth certificate. Certified copies are a group 2a document.

	Adoption certificate
	UK and Channel Islands



Group 2a: Trusted government documents
	Document
	Notes

	Current driving licence photocard - (full or provisional)
	Current and valid- showing current or permanent address. All countries outside the UK (excluding Isle of Man and Channel Islands)

	Current driving licence (full or provisional) - paper version (if issued before March 2000)
	Current and valid. UK, Isle of Man, and Channel Islands. For a paper licence to be valid it must be issued before March 2000 and all information, including name and address, must be up to date

	Birth certificate - issued after time of birth
	UK, Isle of Man, and Channel Islands

	Marriage/civil partnership certificate
	UK and 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. 

	HM Forces ID card
	UK- including HM Veteran’s Card

	Firearms licence
	UK, Isle of Man, and Channel Islands



Group 2b: Financial and social history documents
	Documents
	Notes
	Issue date and validity

	Mortgage statement
	UK
	Issued in last 12 months

	Bank or building society statement
	UK and Channel Islands. A printed bank statement that is endorsed with a stamp and signed by the bank is acceptable if you cannot have hard copy bank statements posted to you.
	Issued in last 3 months

	Bank or building society statement
	Countries outside the UK
	Issued in last 3 months - branch must be in the country where the applicant lives and works

	Bank or building society account opening confirmation letter
	UK
	Issued in last 3 months

	Credit card statement
	UK
	Issued in last 3 months

	Financial statement, for example pension or endowment
	UK
	Issued in last 12 months

	P45 or P60 statement
	UK and Channel Islands. Cannot be online document
	Issued in last 12 months

	Council Tax statement
	UK and Channel Islands
	Issued in last 12 months

	Letter of sponsorship from future employment provider
	Valid only for applicants residing outside of the UK at time of application
	Must still be valid

	Utility bill
	UK - not mobile telephone bill. Cannot be printed from an online account
	Issued in last 3 months

	Benefit statement, for example Child Benefit, pension
	UK
	Issued in last 3 months

	Central or local government, government agency, or local council document giving entitlement, for example from the Department for Work and Pensions, the Employment Service, Local Authority
	UK and Channel Islands – a letter confirming entitlement to benefits. For example: Personal Independence Payment (PIP), free school meals, universal credit, asylum support etc
	Issued in last 12 months

	HMRC Self Assessment letters or tax demand letters
	UK
	Issued in last 12 months

	European Health Insurance Card (EHIC) or Global Health Insurance Card (GHIC)
	UK.
	Must still be valid

	EEA National ID card
	 
	Must still be valid

	Irish Passport Card
	Cannot be used with an Irish passport. 
	Must still be valid

	Cards carrying the PASS accreditation logo
	UK, Isle of Man, and Channel Islands. Digital PASS cards are acceptable where they have been issued by an approved digital PASS provider and the QR code has been used to confirm details.
	Must still be valid

	Letter from head teacher, college principal, apprenticeship provider
	UK - for 16 to 19 year olds in full time education or on an apprenticeship - only used in exceptional circumstances if other documents cannot be provided
	Must still be valid
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