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Check Process

Receives the disclosure & Counter-Signatory Officer
& then it's ready to send presents the certificate records the certificate
to the DBS. Will use to the school within 14 information on the
tracker system to see days of issue. Should systermn and file the
certificate has been contest the disclosure at certificate copy for 6
this point if any of the months.

dispatched.
information is incorrect. —\ }II.—
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Counter-

Checks the form, sign it

Fill in the form very

carefully trying not
to make any
mistakes!
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. Counter- . Evid
Applicant Evidence signatory Applicant iaenee signatory
Checker Officer Checker Officer
4
Checks through the Having previously gained
form thoroughly & Checks for relevant the applicant’s
completes Section X on information about permission, the checker
the ba:_:lvr., the school log applicant & produce sends a copy of the
and evidence form. Also a Disclosure for the certificate to the
gets the applicant to applicant only. registered body &
complete the new updates the SCR.
authorisation form.
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