
For further assistance please contact the Safeguarding Administrator by calling 01245 294438 or sending an 

email to safeguarding@chelmsford.anglican.org 

Guide to Online DBS Applications 

 

When an applicant is eligible for a DBS check the PSR (Parish Safeguarding Representative) should make a 

request by sending an email to safeguarding@chelmsford.anglican.org answering these 10 questions about the 

applicant: 

 

1. Name of person requesting the check on behalf of the Applicant (the PSR sending the email) 

 

2. Applicant’s Full Name (including middle names) 

 

3. Applicant’s email address 

 

4. Intended Workforce (Child Workforce, Adult Workforce or Child and Adult Workforce) 

 

5. Job Title of Church Role Applied For 

 

6. Parish Name 

 

7. Is the applicant eligible to be checked against the Children’s Barred List? If yes, please explain what Regulated 

Activity this applicant has with children*. 

 

8. Is the applicant eligible to be checked against the Adult’s Barred List? If yes, please explain what Regulated 

Activity this applicant has with vulnerable adults*. 

 

9. Is the applicant’s home address the primary place of work with children/vulnerable adults? 

 

10. Is this application for a voluntary or paid post? 

 

*If you are not sure whether the applicant is eligible to be checked against either of the Barred Lists please read the DBS 

Application Process and Eligibility’ document with ‘Regulated Activity Flowchart for DBS Eligibility’ . This can be found on 

the DBS APPLICATIONS page on the Diocesan website: http://www.chelmsford.anglican.org/safeguarding/dbs-applications 

 

Once the DST (Diocesan Safeguarding Team) receives this information from you they will then send an email to 

the applicant giving a unique User ID number and simple instructions for completing the online DBS application. 

 

Identity verification is completed electronically, when the online DBS system is used, so there is no need for 

anyone at parish level to verify identity documents for the online DBS check. 

 

The only hard copy of the DBS certificate is posted directly to the applicant from the DBS but the online system 

does notify the DST when the DBS certificate is issued and if it is clear or not. 

 

If the DBS certificate is clear (there are no disclosures/convictions/offences listed) the DST will email the PSR to 

inform them that the applicant has passed this stage of the Safer Recruitment process and they should then 

update their parish safeguarding records. 

 

If the DBS certificate is NOT clear (there are disclosures/convictions/offences listed) a member of the DST will 

contact the parish Incumbent and/or PSR to inform them that inspection of the applicant’s certificate is 

required. If the applicant does not wish to show anyone their DBS certifcate they must inform the parish that 

they are withdrawing their application to work with children and/or vulnerable adults. 

 

The applicant can subscribe to the DBS Update Service if they choose to do so but the Diocese will not pay any costs 

associated with this. The applicant can subscribe to the DBS Update Service once they have their 11 digit reference 

number or within 30 days of the issue date on their DBS certificate using their 12 digit disclosure number. More 

information about the DBS Update Service can also be found of the Safeguarding pages of the Diocesan website: 

http://www.chelmsford.anglican.org/safeguarding/dbs-applications  
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