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Q// DBS Guidance for Volunteers

Due to the nature of the volunteer reader role, all Read With Me volunteers are required to
undergo a DBS check. The Disclosure and Barring Service (DBS — previously known as
CRB or criminal record checks) helps organisations make safer recruitment decisions.

There are four types of DBS check, but Read With Me requires our volunteers to have an
Enhanced with Children’s Barred List(s) DBS check. Please note, volunteers can’t apply for
a standard or enhanced check by themselves. This needs to be done through the employer /
organisation who has asked for a DBS check. For the majority of volunteers, these DBS
checks will be conducted through our partner schools who will contact you directly to arrange
for you to complete the form and take in your ID documents to the school. However, there
are some occasions when Read With Me will arrange for the volunteer’s DBS check through
the website Checks Direct. The minimum age for a DBS check is 16 years old.

ID documents

You will need to be able to provide three forms of ID documents which legally prove your
name, identity and address. One document must prove your current address. For further
information, please see the Documentary Evidence Sheet at the end of this document.

After the check is completed, a DBS certificate will be issued to the volunteer and sent in the
post. We ask that you send a photo / scanned copy of the certificate to us for our records. At
the point of your induction, we will ask you to take your DBS certificate into school so that
the admin team can see it and make a copy for their records. There are some schools who
require our volunteers to take their DBS certificate for every visit, but you will be informed if
this is a requirement for your school.

Barring Lists

An Enhanced with Barred Lists DBS check will include a check of one or both of the Barred
Lists (adult / children). If an individual is listed, this will appear on their DBS certificate.

DBS Update Service

There is no official expiry date for a DBS check. However, most authorities, including the
NHS, recommend that DBS checks should be carried out every three years as a matter of
best practice. This is why we ask all of our volunteers to register for the DBS Update
Service. The Update Service is an online subscription, for Standard, Enhanced and
Enhanced with Barred Lists DBS checks, that allows applicants to keep their DBS
certificates up-to-date and allows employers to view an applicant’s certificate.

We ask our volunteers to register for the DBS Update Service once you have received your
certificate. (The DBS stipulates that registration must be completed within 28 days of
receiving the certificate.) You will need your certificate number and, as a volunteer, there is
no charge to registering for this service.
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Once you've registered, you can sign in to the Update Service to:
e add or remove a certificate,
e give employers permission to check if anything’s changed on your certificate,
o see who’s checked if anything’s changed on your certificate,

e view your details.

You'll be able to take your DBS certificate from one job / volunteering opportunity to the next,
unless:

o an employer asks you to get a new certificate,

e you need a certificate for a different type of ‘workforce’ (for example, you have an ‘adult
workforce’ certificate and need a ‘child workforce’ certificate),

e you need a different level certificate (for example, you have a standard DBS certificate
and need an enhanced one).

The employer can tell you what DBS certificate they need you to have.

Renew your subscription

A subscription to the Update Service lasts for one year.

You can renew your subscription through the Update Service, either:
e when you first register, by choosing automatic renewal,

e up to 30 days before your current subscription ends - but you cannot renew on the last
day of your subscription.

We recommend that you choose the automatic renewal option when you first register. If you
do not renew your subscription before it ends, you’ll need to apply for a new DBS check
and register for the Update Service again.

Schools’ policies

Please be advised that some schools will ask volunteers to complete a self-declaration every
year. This is facilitated by the schools and not through Read With Me.

In addition, it is standard practice for some schools to ask for a new DBS if a volunteer
hasn't been in school for three months or more.

We appreciate your cooperation with undertaking these checks.
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Documentary Evidence Sheet

Documentary evidence required to confirm identity for DBS application.

Route 1

Three documents in total must be seen, one document must come from Group1 and a
further two documents from 1,2a or 2b

One document must verify the applicant’s current address.

Route 2

You can only use Route 2 if you cannot apply using Route 1 One document must be seen
from Group 2a and two further documents from Group 2a or 2b, one of which must verify the
current address of the applicant. Applicants will also be required to undergo an
appropriate external ID validation service. (Fee applies to External check) If the applicant
is not a national of the UK or EEA and is applying for voluntary work you cannot use Route
2.

Route 3

You can only use Route 3 if the applicant cannot apply using Routes 1 or 2. EEA nationals
who’ve been resident in the UK for 5 years or less cannot use Route 3. Documents to be
seen a birth certificate issued after time of birth (UK, Isle of Man and Channel Islands). One
document from Group 2a. 3 further documents from Group 2a or 2b. At least one of the
documents must show the applicant’s current address.

Group 1 - Primary Trusted Identity Credentials Documents

Current Valid Passport (any nationality) (must be valid)

Current Driving Licence Photocard (UK, Isle of Man/Channel Islands) (EEA) (Full or
Provisional) (must be valid)

Original Birth Certificate (issued within 12 months of date of birth) (UK, Isle of Man and
Channel Islands UK authorities overseas for example embassies, High Commissions and HM
Forces)

Biometric Residence Permit (UK)

Adoption certificate (UK and Channel Islands)

Group 2a — Trusted Government/State Issued Documents

Current Driving Licence Photocard (full or provisional) (All countries outside the EEA)
(excluding Isle of Man and Channel Islands) (must be valid)

Current UK Driving Licence (paper version if issued before 1998) (UK Isle of Man, Channel
Islands and EEA) (must be valid)

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

Marriage/Civil Partnership Certificate (UK and Channel Islands)

Immigration Document, Visa or Work Permit (All countries outside the EEA valid only if
living and working in the country that issued the document)

HM Forces ID Card (UK)

Fire Arms Licence (UK and Channel Islands)

Group 2b — Financial/Social History Documents seen:

Mortgage Statement**(UK or EEA)
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Bank/Building Society Statement* (UK and Channel Islands or EEA)

Bank/building Society Statement* (All countries outside the EEA) (Branch must be in
the country where you live and work)

Bank/Building Society Account Opening Conformation Letter (UK)

Credit Card Statement*(UK or EEA)

Financial Statement ** - e g pension, endowment, ISA (UK)

P45/P60 Statement™* (UK and Channel Islands)

Council Tax Statement ** (UK and Channel Islands)

Letter of Sponsorship from future employment provider (Non-UK/Non-EEA only-valid
only for applicants residing outside of the UK at time of application) (must be valid)

Utility Bill * (UK) — Not Mobile Telephone

Benefit Statement* e.g. Child Allowance, Pension

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

EEA National ID Card (must be valid)

Irish Passport Card (must be valid)

Cards carrying the PASS accreditation logo (UK and Channel Islands) (must be valid)

Letter from Head Teacher or Collage Principal (UK for 16 to 19 years olds in full-time
education) (must be valid)

Please note: Denoted with* should be less than three months old. Denoted with**should be
issued within the past 12 months. Not denoted can be more than 12 months old.
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