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How To Complete the ID Check on a
DBS Application
This guide provides a step-by-step process for completing the ID check on a DBS
application, ensuring that users can navigate the system efficiently and accurately. By
following these instructions, applicants can avoid common pitfalls and ensure their
documentation is correctly submitted. It simplifies the process, making it accessible
even for those unfamiliar with the system. Viewing this guide can save time and
reduce frustration during the application process.

1 Click the To Action category from the Dashboard
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2 Click the reference number or name of the application you wish to process

3 Click Complete ID Check from the 'Summary' tab
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4 Select the ID Check method that was carried out. If you require the ID check to be
done digitally using our digital ID provider, select the first option. If the ID check
was already done digitally, via a different provider, select the second option. If the
ID check was done manually, select the third option
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5 Click Next

6 For Standard or Enhanced DBS applications verified manually, a minimum of three
documents are required.

If you were unable to verify their identity using Route 1, you can proceed to Route
2 via the Use Route 2 button at the bottom of the screen
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7 The list of acceptable documents allowed by the DBS can be seen by select the
document accordions on-screen

8 These can be opened and closed by clicking the drop-down arrows
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9 If a Passport or UK Driving Licence was seen as a form of ID, you will be required
to enter the details of those documents
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10 Once the Passport or Driving Licence details have been entered, click Save

11 Other documents don't require further information provided from them and can
simply be selected from the drop-down lists available
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12 Some documents will include a pop-up message advising of any limitations for
that document to be valid
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13 You must ensure that the combination of document seen confirms the candidate's
name and Date of Birth. Select 'Yes' in the 'Date of Birth checked' field to confirm
their date of birth has been verified
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14 For applications where the ID Check was carried out manually, you must declare
how their identity was checked from the 'ID Validation Method' field.

Select Option 1 if the ID check was carried out face to face with the candidate.
Select Option 2 or 3, if the check was carried out virtually.

For Options 2 or 3, an additional field will appear requiring you to provide the
reason why the ID check was carried out virtually and couldn't be done face to
face
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15 Click Save to complete the ID Check

16 For further guidance on how to verify the candidate's identity manually, please
visit: https://www.gov.uk/government/publications/dbs-identity-checking-guid
elines/id-checking-guidelines-for-standardenhanced-dbs-check-applications-fr
om-22-april-2025
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