Basic Check Applications
Via The Basic Digital
Service
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O The Disclosure & Barring Service

» Created on 1 December 2012, bringing together the work of
L - the former Criminal Records Bureau (CRB) and the
equest abasic DBS check Independent Safeguarding Authority (ISA).
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» Designed to combine criminal record disclosure with
safeguarding and barring functions, helping prevent
unsuitable people from working with children or
vulnerable adults.

» The DBS exists to help protect the public by supporting
safer recruitment, sharing appropriate criminal record
information, and helping organisations make informed
decisions about people working in positions of trust.
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convictions, while Standard and Enhanced checks are r
for roles with higher levels of trust where an employer i
entitled to see more relevant conviction and caution infc

Enhanced checks can also include checks again
children’s and adults’ barred lists where the role i
regulated activity, centred around working with child
vulnerable adults.

This tiered approach helps employers make safer recr
decisions while keeping the information shar ppro
and proportionate to each role.
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@ DBS check levels at a glance.
O

Basic DBS check

» Shows unspent convictions and conditional cautions. STRICTLY PRIVATE AND CONFIDER T

000815 @
» Available for any role, there is no legislative eligibility requirement. ‘ z

Basic Certificate
» Can be requested directly by the individual, or via a Responsible Organisation if the el FPeeeroron, | Bscosuo s
DBS fee charge. daRsiol araciost ! Barring Service
employer prefers. glos [DN';"::: : zemﬁ:.'.n.....b.r el
: e of Jssue: R ';71?4N0VEMBER2021

Applicant Personal Details
Sumame;

Forename(s): ! s i

Standard DBS check ‘ o
~ Oberiames: ' NONE bEGiARED el e
» Shows spent and unspent convictions and cautions, subject to filtering. et Sl s
! TOL UNITED KINGDOM
Gender: MALE y DS

» Only available for roles specifically eligible under legislation.

Poll f ‘
olice Records of Conviclions, Cautions,
t s

NONE RECORDED

Enhanced DBS check

» Shows the same as Standard, plus relevant police information where applicable.

i This section il
A Provid, ? i
. ""e"',’e‘_’ iﬂfor:nnﬁo::s:::?' Inl'm;q.

» Only available where the role meets eligibility for Enhanced level. e e o
ke s 1
""‘;’,,"",’”w{;gfgmmho (oot it fr

P50 35 Il was ono's oy

Thfhéwmb.hm,,,

Use of Certig,

Enhanced with Barred Lists DBS check

» Includes Enhanced information plus whether someone is on the Children’s and/or
Adults’ Barred Lists.

» Only available for roles involving relevant regulated activity.
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Q Benefits of using Basic DBS checks in Retail

A

Barring Service

Store Managers °

Provides reassurance to parents and carers in a
child-focused retail environment

Demonstrates a clear commitment to safeguarding
and responsible management

Helps protect brand reputation and maintain
customer trust

Reduces internal risks linked to cash handling, stock
and store access

Supports safer, fair and consistent recruitment
decisions

Builds confidence among staff in leadership and store
management

Making Recruitment and Employment Safer

299299

Agency Staff °

Reassures parents during activities involving direct
interaction with children

Offers a proportionate level of vetting for temporary
or supervised roles

Increases customer confidence in store run events
and promotions

Supports retailer’s safeguarding policies and
expectations

Helps reduce reputational and operational risks
during busy events

Encourages trust in agency-supplied staff working on
site
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Q Benefits of using Basic DBS checks for roles outside of regulated activity
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Helps make safer appointment decisions. A Basic DBS
check shows any unspent convictions and conditional cautions,
which can help a charity judge whether someone is suitable for
a volunteer board role.

Volunteer board roles when higher checks aren’t available;
a Basic check suits any position and is often the most
appropriate where Standard or Enhanced checks aren’t
permitted.

Supports governance and risk management; for board
volunteers handling decisions, sensitive information, funding,
or public roles, a Basic check is a sensible control within
broader safeguarding and suitability processes.

Protects the charity’s reputation and public trust. Carrying
out proportionate checks can reduce the chance of appointing
someone whose recent unspent offending could create
reputational or operational risk for the charity.

Barring Service  Making Recruitment and Employment Safer

Promotes consistency and fairness. Using the same Basic
check for all board members creates a clear, transparent
standard for recruitment and onboarding, with some charities
applying it to all trustees.

May help identify issues relevant to trustee roles. For board
volunteers who are trustees, a Basic check can surface
unspent convictions but should complement trustee
declarations, as disqualification rules are separate.

Simple to introduce operationally. Basic checks are
available online, including for volunteers, so they are relatively
straightforward for a charity to build into its onboarding
process.

Useful evidence of due diligence. If challenged, the charity
can show proportionate steps to assess suitability for roles
involving trust, influence, or access, especially where the board
approves volunteers, services, or work with vulnerable groups.
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O Introducing Basic DBS checks into your recruitment process

Choose an Applicant Employment
application route completes check decision made
f‘J
Introduce Basic X
DBS checks ...

o et Aa
¥ 4 ¥ 4

Direct applicant Applicant
to desired route shares result

&
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Applying via the
Basic Digital Service.
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O Start your application.

GOV-UK

Home > Working, jobs and pensions > Findingajob

Request a basic DBS check

Apply for a basic Disclosure and Barring Service (DBS) check to get a copy of
your criminal record. This is called ‘basic disclosure’. It's available for people
working in England and Wales. Criminal record checks when you

Related content

It costs £21.50

This guide is also available in Welsh (Cymraeg).

You can also get a basic DBS check if you live in Northern Ireland or Scotland
but the job you're applying for is in England or Wales.

There's a different way to apply if you're applying for a job in Northern
Ireland or applying for a job in Scotland.

types of caution will disappear after 3 months

It usually takes up to 3 days for your application to be processed. A paper
certificate will then be posted to you.

You must be 16 or over to apply.

What you’ll need

To use this service, you'll need to prove your identity using GOV.UK One
Login. You'll be able to create a GOV.UK One Login if you do not already have
one.

You'll need to provide addresses for the last 5 years (including the dates you
lived at each address), and if you have them your:

« passport
« driving licence (full or provisional)

* National Insurance number

Apply

The service is available from 8am to 11:30pm.

Startnow >

%
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The check will only show convictions that are not ‘spent’, for example some - - -

m This is a new service - your feedback (opens in new tab) will help us to improve it.

English | Cymraeg

Create your GOV.UK One Login or
signin

You can use your GOV.UK One Login to access some government services.
In the future, you’ll be able to use it to access all services on GOV.UK.
You'llneed:

* anemailaddress
« away to get security codes - this can be a mobile phone number or an
authenticator app

You can also use GOV.UK One Login in Welsh (Cymraeg).

Createyour G
Signin

Services you can use with GOV.UK One Login (opens in new tab)

Accessibility statement Coockies Terms and conditions  Privacy notice Support (opens in new tab)

OGL Allcontentis available under the Open Government Licence v3.0. except where otherwise stated © Crown copyright

Step 1

Start your application

Sign in using your existing GOV.UK One
Login or create one.

You will need a current and valid email

address and a mobile phone to
authenticate your account.

|9
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O Prove your identity online

Basic criminal record check

m This is a new service —your feedback will help us to improve it.

English

Prove your identity

Before completing your basic DBS check application, you need to prove your
identity with GOV.UK One Login, either online or at the Post Office.

To prove your identity you will need to use an identity document.

The name shown on your identity document will be the name shown on your
basic DBS check result.

¥ |have already taken my identity document to the Post Office

To view the result of your recent identity check select ‘Continue.”

Ifyour identity check has been unsuccessful you will be offered another
way to prove your identity using the DBS in-branch verification service.

Cymraeg

Contactus Terms and conditions Privacy notice Cookies Accessibility statement

OGL Allcontent is available under the Open Government Licence v3.0, except where otherwise stated

© Crown copyright

-1 30 W This is a new service - your feedback (opens in new tab) will help us to improve it.

Tell us if you have one of the following
types of photo ID

This will help us find the best way for you to prove your identity.

You can use one of the following types of photo ID:
» UK photocard driving licence

e UK passport

+ non-UK passport with a biometric chip

» UK biometric residence permit (BRP)

» UKbiometric residence card (BRC)

* UKFrontier Worker permit (FWP)

Your photo ID must not have expired.

Find out more about the different types of photo ID we accept (gpens in

new tab)

Do you have any of these types of photo ID?

You'll need to have your photo 1D ready. You cannot use a photocopy or digital
copy.

O s
O ne

Sign out

English | Cymraeg

Step 2

Prove your identity online

A range of identification documents can
be used including a passport or driving
licence.

Upload your photo ID via the simple,
user-friendly verification system.

Verify your identity with your smart
phone camera on your mobile phone
to ensure it matches your ID.

&
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O Input your personal details

4 GOV-UK Basic criminal record check

IERDY Tis is 2 new service - your feedback will help us toimprove it.
_ Step 3
Is this your full name, date of
birth and address? Input your personal details
This is the name, date of birth and address shared from your GOV.UK One
Login:
& GOV.UK e i ificati
at prooy SR Continue your verification by
m This is a new service - your feedback will help us to improve it. ?:'::':f':?) inputting your personal details
SAWLEY MARINA including:
E) LONG EATON
We’ve successfully matched you to the NOTTINGHAY Home address
photoonyourID | el | Email address
O Yes O No
You'll need to enter your current home address (and previous address. if Mobile number
you've recently moved) when you continue. ¥ My personal information is incorrect, what should | do? .
The above personal information has been shared from your GOV.UK One - Natlonal Insurance number
Login

Continue Your name and date of birth have been taken from the details you entered - Name

inyour GOV.UK One Login. This is the name that will appear on your basic

check result DOB

The above address has been checked with Experian.

If you wish to query any of this information, select ‘No" and ‘Continue’ - Gender

You will then be redirected so we can help you continue with your
application

&
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O Review your application

i GOV-UK

Basic criminal record check

(215 /W This is a new service —your feedback will help us to improve it.

« Back

< Back English | Cymraeg

Review your application

Who is paying for your -
check? Decti

o
Place of birth

Payment is due as soon as your application is complete. You can pay
with a debit or credit card. Google Pay or Apple Pay can also be used. Other names

O Someone else is (for example, an employer) Address history (last
Iress history (las!

We will send you a payment link by email, which you can forward to Sywars)
someone to pay on your behalf, or you can use yourself. I N N

THOMAS SMITH
16 April 1987
Male Change

United Kingdom Change
birmingham

John Smith Chang
Used from December 1987 to
December 2020

From 2018 to now C

12 AROA

TED

AL

From 2018 to 2020
37 Stroma Road
Liverpoal

United Kingdom
LB 95N

Application details

UK National
Insurance number

Current UK driving
Contactus Terms and conditions Privacy notice Cookies Accessibility statement ! o
OGL Allcontentis available under the Open Government Licence v3.0, except where otherwise stated © Crown copyright | Current passport

&
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I don't have a UK National
Insurance number / | cannot
provide the details right now

| don't have a valid driving licence Change
/1 cannot provide the details right
now

138852307
United Kingdom

&z GOV-UK Basic criminal record check

ice - your faedback will help us to improve it

Step 4

Review your application

If your employer or someone else is
paying on your behalf, you will need to
select the ‘Someone else’ option. If you
are paying you can go ahead and select
‘lam’.

Review your application and ensure
all your details are correct. You can go
back and amend any incorrect
information.

[ 12
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O Awaiting payment to complete your application.

i GOV-UK

:]37 W This is a new service - your feedback will help us to improve it.

Basic criminal record check

Awaiting payment

What happens next

» we have sent you an email containing a payment link with instructions

« if someone else is completing payment on your behalf, you must forward
the email on to them

» ifyouwish to pay, you can use the payment link yourself
« payment will need to be made before your application can be completed
» if payment is not received after 10 days, your application will be cancelled

What did you think of this service? (takes 30 seconds).

English | Cymraeg

Contactus Termsand conditions Privacynotice Cookies Accessibility statement

\ ml. All content is ilable under the Open Government Licence v3.0, except where otherwise stated

© Crown copyright J
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\ Find out about call charges: hitpe:/wew. g

Basic DBS check
Replyto  customersenices@dbs.gov.uk
To email address

Subject  Your payment link for a basic DBS check

Dear ({namea))

‘Your application for a Basic check has been submitted. Payment now
neads to be made before your application is processed.

What you must do now

f =omeone else is completing payment on your behalf, you must forward
fhis email on to them.

Ifyouwish o pay. you can use the payment link yourself.

To complete the payment process visit the
payment page:
({payment link})

Once payment is complete, wewill send you an email. If someone elze
has paid on your behalf, we will also notify them.

Ifwe do not receive payment within 10 days we will cancel the
application.

The payment amount is £21.50.

Ifyou need to contact DBS

= DBS helpline: 03000 200190 (select option 2 and then press 1)

= Welsh lanquage: 03000 200191

= Relay UK: [fyou have difficulty with your speech or hearing, dial 18001
then 03000200 192

= SignLive: if you are a British Sign Language (BSL) user, you can use
SignLive to connect to DES via an Interpreter.

= International: +44 (0151 6769390

Monday to Friday, 3amto Spm {except public holidays)

ov.ubkicall-charges

W,

Step 5

Awaiting payment to complete your
application

Once you have reviewed your
application, and if someone else is
paying for you, you will receive an email
you can forward onto this person.

Read the next steps and wait for your
check to be completed, normally within

48 hours, from when your employer has
made payment.

5
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<

O Pay and complete your application

e =R i GOV-UK Basic criminal record check

Enter payment details m This is a new service - your feedback will help us to improve it. Ste p 5

:w::(«:‘:::m English | Cymraeg

€2150 Pay and complete your application
Paywith Google Pay

— Application complete

Enter card details

o If you are paying yourself, you can go
=e What happens next ahead and pay for your Basic DBS

Expirydate = we'll let you know when your payment is complete check USIng the secure payment
Morth - Vear « we will send you another email with your application reference number
1 (always check your spam or junk folders if you haven't received an email)

. system.

the Disclosure and Barring Service (DBS) will process your application - on

H I B N e average it takes 3 days to process an application but it can sometimes take

longer
s o ot e st ot et e Complete your payment and application.
oo st milien esnt e youby505.
— | What did vou ik o s senice takes 30 seconds). Read the next steps and wait for your
— ‘ check to be completed, normally within
|:| s 48 hours.
—

Contactus Terms and conditions Privacynotice Cookies Accessibility stat t

Contact details OGL Allcontent is available under the Open Government Licence v3.0. except where otherwise stated © Crown copyright
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P

O Applicant shares result

Applicant shares
result

o

Disclosure &

If the application was completed via the

Basic Digital Service, the applicant will

receive a share code which can be
used to view the check result online,
if it does not feature conviction
information.

If the application was via a Responsible
Organisation, the RO will receive an
indicative result from DBS. RO’s can
use this information to produce
results to share with the individual and
potential employer.

Paper certificates can also be issued.

Barring Service  Making Recruitment and Employment Safer

iy GOV.UK

Enter the applicant's details

You should copy and paste the following details that you were sent from the
applicant into the sections below. This reduces the chance of making a
mistake.

Certificate number

Enter only the last 6 numbers. For example, 667027,

Share code
Enter the share code. For example, hG (T fp 8¢
The code is case sensitive so check your use of capital letters and numbe

| 15
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O Employment decision made ®

Employment
decision made

)
-
—_—
== W
= W

&
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Recruitment decisions are the responsibility of
the hiring organisation and Basic DBS checks
are available to be part of this process.

The DBS advocate that organisations adopt a
risk-based approach when considering
criminality information and where possible
have a transparent policy for potential employees
so that they can understand whether they are
likely to be suitable for the role.

Organisations should consider each
disclosure on its merits and speak with the
individual to understand the context and how this
may impact their ability to undertake the role you
are recruiting to.

If the Basic check shows unspent cautions or
convictions and you are unsure on what decision
to take next, visit Nacro or Unlock for more help.



httphttps://www.nacro.org.uk/nacro-services/criminal-record-support/?gad_source=1&gad_campaignid=22228024782&gclid=EAIaIQobChMIi4TEnLXJkAMV5ZFQBh0bvQ0lEAAYASAAEgKoe_D_BwE
https://unlock.org.uk/
https://www.gov.uk/government/organisations/disclosure-and-barring-service?utm_source=Am&utm_medium=Ams&utm_campaign=Basic&utm_term=Ams&utm_content=Ams
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Basic DBS checks
and your Organisation

Watch our vi
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checks and the benefits fo
your orgaation.
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O Common FAQs

Common application query

How long does it take?

Answer

Most Basic DBS checks are completed quickly. The average processing time is around 3 days, with many
completed within 48 hours.

How do | track my application?

Track your application online using your application reference number, surname and date of birth.

Can | save my application and return later?

Yes. You can save an incomplete application and return to finish it before it expires.

What address history must | provide?

Provide your recent address history as requested in the application, ensuring there are no gaps or
inaccuracies.

| can't verify my identity online. What happens?

If online identity verification is unsuccessful, alternative identity checking routes are available. Follow the
guidance provided during the application.

Can | change my application after submitting it?

Once submitted, changes are limited. Contact DBS as soon as possible if you have made an error.

Can | withdraw my application?

Yes, provided the certificate has not already been prepared for issue. Contact DBS to request withdrawal.

Can employers view my certificate directly?

Only if you choose to share your online result or provide your paper certificate.

Can | dispute incorrect information?

Yes. Contact DBS if the certificate contains incorrect personal details or conviction information.

Does a Basic DBS check expire?

No. There is no official expiry date. Employers decide whether they require a newer certificate.

Can | use one certificate for multiple employers?

Yes, although each employer decides whether to accept an existing certificate.

Can | link a Basic DBS check to the Update Service?

No. The DBS Update Service is not available for Basic DBS checks.

Can | apply if | live overseas?

It depends on your circumstances. If you need a certificate for immigration or overseas employment, DBS may
recommend applying for an ACRO Police Certificate instead.

Who do | contact if | need help?

Disclosure &

Barring Service = Making Recruitment and Employment Safer

Contact the DBS Customer Services team by phone or webchat using the official contact details.

|18
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O Useful links

Basic DBS check
Online application route for
Basic DBS checks.

DBS eligibility guidance
A collection of documents that you can use to decide
whether a role is eligible for a Basic, Standard, Enhanced
or Enhanced with Barred List(s) DBS check.

DBS checks | guidance for employers
Guidance for employers about DBS checks, including how
to apply, registering with DBS, and the code of practice.

Disclosure &
Barring Service = Making Recruitment and Employment Safer

Basic DBS check guidance
Guidance on Basic DBS checks including how to apply,
the cost, and what information is disclosed on
a Basic DBS certificate.

Rehabilitation periods
A table of rehabilitation periods for the most common
sentences and disposals, and example scenarios.

Responsible Organisations
A list of Responsible Organisations (RO) and
their responsibilities.

DBS checks | detailed guidance
A collection of guidance documents and information
about DBS checks and processes.

Transgender applications
Guidance and information regarding the sensitive
applications route for transgender applicants.

Update Service
A page linking to an online subscription that allows
you to keep your Standard, Enhanced, or Enhanced with
Barred List(s) DBS certificates up-to-date, and allows
employers to check a certificate online.

[ 19
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https://www.gov.uk/request-copy-criminal-record?utm_source=Am&utm_medium=Ams&utm_campaign=Basic&utm_content=Ams
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https://www.gov.uk/guidance/dbs-check-requests-guidance-for-employers?utm_source=Am&utm_medium=Ams&utm_campaign=Basic&utm_content=Ams
https://www.gov.uk/guidance/transgender-applications?utm_source=Am&utm_medium=Ams&utm_campaign=Basic&utm_content=Ams
https://www.gov.uk/government/organisations/disclosure-and-barring-service?utm_source=Am&utm_medium=Ams&utm_campaign=Basic&utm_term=Ams&utm_content=Ams
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