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Mrs Karen Roberts

3 Selected Identity Documents
b applicant must provide The applicant has stated they would provide the following documents to
confirm their identity:

d range of ID documents = Birth Certificate less than 12 months from DOB
the applicant. For full = Current EEA Driving Licence — photo card with counterpart where
k: Enhanced one is issued
witnessed. At least one = Utdlity Bill
applicant cannot provide '
a Group 2a document, Have the above documents been provided?
. . . . . xterna! ID validation If the above have been provided then they conform to the required
[ ] Student to prov‘de campus offlce Wlth 3 Identlty . f:lm:ufnent types set by the DBS/DS in order to confirm an individuals
ate of biith. identity.
documents. rent adaress.
and documents
ble. s
[ ) Student to pay £44.00 vould ensure the
en v

e Enter in your log in details to
gbg.onIinedisclosures.co.uk Please Verify the Following 3 Documents

1. Birth certificate — issued at time of birth (Group 1)

¢ Enter in the organisation pin number 164628

2. Current EEA Driving Licence — photo card with counterpart where
one is issued (Group 1)

e Click on the applicant’s name and confirm applicant’s 3. Utility Bill (UK) (Group 2b)

current natlonahty and pOS|t|on. Birth certificate — issued at time of birth

e Select YES or NO to “have the above documents been Date of issue
provided”. DD/MM/YYYY e.g. 31/01/1980

o If No, select the ID that has been provided. Date of Birth
DD/MM/YYYY e.qg. 31/01/1980

o If Yes, enter in the details of the

Withdraw application Reject application

Are you sure you wish to reject this application?

Reason

[ .
B: Personal Details Incorrect v

MNotes

Withdraw application Reject application

Are you sure you wish to reject this application?

Reason

Insufficient/Incorrect ID

Notes

gbg.onlinedisclosures.co.uk

Organisation DBS Manager Details:
Nia Williams: 01554748154
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GBG jentit t Document Confirmation

Verified Identity Documents

DOCUMENT
CONFIRMATION

Please confirm the following:

¢ Ensure that information has been entered in il o
correctly by CheCking the document details again. Documentary evidence was provided for all name changes where available

e Tick all three boxes to confirm that the ID
provided meets the requirements listed.

e Click proceed to step 3.

i i i heck Detal
o If the details are incorrect click “back to step 1”. DG

o Select the documents that have been provided orf .........
re-enter the information correctly.

Criminal Record Disclosure

Payment

“". e

| VERIFICATION
= ‘ CONFIRMATION

e Please read and confirm the statement that
appears on screen.
e Select “submit application”.
e The application will be validated and
countersigned.

s ¢ If there are no errors, the application will be
. uploaded to the Disclosure and Barring Service.
o If there are errors, the application will be

rejected. Action will be required by campus
office and/or the applicant.
e When the application has been completed, it will
show as “Disclosure complete”.

DOB Postcode Status

3C Disclosure Complete 18/02/2021

gbg.onlinedisclosures.co.uk

Organisation DBS Manager Details:
Nia Williams: 01554748154



Learning Resource

The learning resource that | have created is a Disclosure and Barring Service (DBS) poster for campus office staff who verify
students Identity documents. There is a learning need for this as Coleg Sir Gar have recently adopted a new online DBS
system and this poster will provide them with a step to step guide on how to process the DBS. Two A3 posters have been
created as they can be advertised on the wall in campus office for all staff to view when needed. As identified by Comben

(2020), posters are affordable, can portray information in a simple manner and can be visually appealing to the eye.

This poster will also be made available for staff under the Human Resources section of the internal intranet. By providing it in
two formats it appeals to all generations for instance, baby boomers may prefer a paper format whereas generation Y are
more likely to prefer viewing it online (BBC, 2021).

This type of resource was cheap to produce with the main cost being the time it took to produce. Other costs include printing

in colour and laminating the poster to go on the wall.

Ways to measure the effectiveness of the resource is to record how many queries came in before the poster was created to
how many queries come in afterwards. Another way to measure the effectiveness of the resource is to ask campus office staff

for feedback on how useful they find the resource.
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