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Alistair Hopkins M.A. (Oxon), M.Ed   Headmaster
DBS Application Process 

Caistor Grammar School uses uCheck (DBS assist) as our agents for appointments to this school.  uCheck are registered with the DBS and have to comply with their strict requirements for ensuring that sensitive personal information is handled and stored appropriately and is kept for only as long as necessary.

To start the DBS application process please follow the instructions below.

ONLINE COMPLETION OF THE DBS APPLICATION FORM
· Go to https://www.dbsassist.co.uk/ucheck/
· Click on DBS Application Form - "Start Application"

· Enter Organisation reference - CAIS2 (Capital Letters)

· Enter Password - caistwo

· Click "Enter"
The first page to appear will be the Statement of Fair Processing which will need to be ticked at the bottom of the page to confirm agreement.

· The blank application will then appear.
Complete application using the notes on the right hand side of the screen for guidance. 

· Click in the box to indicate consent
Click on "Complete"
Make a note of the unique form reference number

· Click Home and logout of the website.

Please complete the above process before you make an appointment to see me to bring in your original proof of identity documents.  

Please see overleaf for a list of acceptable identification documents that you will need to bring with you.  
If you have any queries regarding this matter please do not hesitate to contact me on 01472 855009 or via email at Claire.mosey@caistorgrammar.com. 

Yours sincerely

Claire Mosey

Finance Manager

DBS ID Validation Requirements 

	Group 1 – Primary Identity Documents

	Current valid passport (UK or overseas)
	Biometric Residence Permit (UK)

	Current driving licence - photocard  (UK, Isle of Man, Channel Islands and EU – full or provisional)  
	Birth certificate – issued at time of birth (UK, Channel Islands – including those issued by UK authorities overseas)

	Adoption Certificate (UK & Channel Islands)
	

	Group 2a – Trusted Government Documents

	Current driving licence - photocard (UK and overseas)
	Current driving licence – paper (UK and EU)

	Birth certificate – issued any time after birth (UK & Channel Islands)
	Marriage/civil partnership certificate (UK & Channel Islands)

	Fire Arms Licence (UK & Channel Islands)
	HM Forces ID Card (UK)

	Group 2b – Financial & Social history documents

	Mortgage statement (UK or EEA)
	P45/60 Statement 

	Bank/Building Society Statement (UK)
	Council Tax statement 

	Credit Card Statement (UK or EAA)
	Work Permit/Visa (UK)

	Financial Statement, eg Pension, investments (UK)
	Sponsorship letter from employer (outside UK)

	Benefit statement, eg child allowance, pension (UK)
	Utility Bill

	EU National ID card 
	Cards carrying PASS accreditation logo

	Letter from Head Teacher or Principal- for students only
	

	A document from Central/Local Government/Government Agency/Local Authority giving entitlement (UK & Channel Islands), eg from the Department for Work and Pensions, the Employment Service, HMRC, Job Centre, Social Security, etc.


ID validation must be attempted in order.  If you are unable to validate via Route1, move to Route 2, if unable to validate Route 2, move to Route 3.

	Route 1
	3 Documents
	1 from Group 1 and 2 from Group 1,2a or 2b

	One document must confirm the applicant’s date of birth and another confirm the current address


	Route 2
	3 Documents 
	1 from Group 2a and 2 from 2a or 2b + External ID check

	One document must confirm the applicant’s date of birth and another confirm the current address.  In addition to the above, your organisation is required to conduct an external ID check (this is an automated process provided through your online system)


	Route 3
	Birth certificate and 4 Documents
	1 from 2a and 3 from Group 2a or 2b

	One document must confirm the applicant’s current address


Failure to meet any of the above routes will result in the individual being sent for fingerprinting by the Police which you should be aware is likely to cause delay to the DBS application process and subsequently your recruitment process. 

