DBS application process

(part of a ‘safer recruitment’ process)
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The applicant and
verifier can go
through these
steps together at
the same
computer in one
sitting if preferred

Is role eligible for criminal
records checks?

What activity is required in
this role? – are all duties
unregulated or are some
regulated?
Verifier starts application
online through DDC account
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Applicant receives email
with a link to their online
application. Applicant
completes application
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Applicant and verifier meet
so that verifier can verify
original documents
supporting the application
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Children’s Meeting helpers are likely to require a
check but checks are probably not required for most
other Quaker roles. See the FAQ.

Refer to guidance from DDC or consult DDC if you’re
unsure. Also see the FAQ.

The verifier will need the applicant’s name, date of
birth, email address, contact telephone number, and
job role to start the application.

Verifier submits application
to DDC

DDC performs checks and
submits to DBS

Notification: Certificate
posted to applicant from
DBS. If a clear disclosure,
verifier’s account updated

If there is a blemished disclosure, the ‘status’ for the
application on verifier’s account will not change to
‘certificate issued’ until a decision is made on
whether to approve the applicant for service.
Friends House will be informed and the Approvals
Panel will decide on the appropriate action.

Applicant able to start
in role

Applicant signs up for
‘update service’

Applicant needs to sign up with DBS Update Service
within 30 days of date of certificate. The applicant
needs to complete a permission form for the
meeting to perform future checks on the update
service.

PVG application process for regulated activity roles in Scotland
(part of a ‘safer recruitment’ process)
1

Is role eligible for criminal
records checks?

Children’s Meeting helpers are likely to require a
check but checks are probably not required for most
other Quaker roles. See the FAQ.

2

What activity is required in
this role? – are all duties
unregulated or are some
regulated?

Refer to guidance from DDC or consult DDC if you’re
unsure. Also see the FAQ. If no ‘regulated’ activity –
complete an online DBS application – see other side
of this sheet.
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Verifier requests a paper
PVG form through DDC
account
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Applicant complete
application form

Applicant and verifier meet
so that verifier can verify
original documents
supporting the application
Verifier submits application
to DDC

DDC performs checks and
submits to Disclosure
Scotland
Notification: Applicant
receives a Scheme
Membership Certificate if
allowed to perform role
Applicant able to start
in role

