
Client Guide: F2F Verification



Review the on-screen instructions carefully and ensure that you understand 
the verification requirements before selecting an option from the list.

DBS strongly recommends that you verify the individual's identity using
Option One, an in-person verification, along with the original identification
documents. If you are unable to verify the applicant’s identity using option 1,
you will be required to record why you were unable to verify the applicant's
identity using option 1 or 2 and save the information along with the copies of
the documents (or document information if unable to retain copies) for a
minimum of 2 years. 

F2F Verification
To select the applicants requiring Face to Face (F2F)
Identity Verification, click on the “Applicants” tab and
select the applicants waiting on F2F ID Verification:  
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You can also view the applicant's personal information from their application
to cross-reference during the verification process.

Select the relevant application and scroll down to
“In Person ID Verification” and click on “Begin ID
Check”. 

Click “Continue”. 

https://cbscreening.co.uk/


F2F Verification
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Once you have selected the documents, enter the required information for 
each one. Note, if you have seen a passport and/or driving licence, this
information is auto populated from the applicant information, and you would
simply need to check that it matches the information on the original identity
document.  

A list of acceptable documents is provided. 
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F2F Verification
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Note – if you wish to return the application back to the applicant to correct the
application and resubmit it, you can select the box next to “Do not submit this
application to DBS.  Return it to the applicant for corrections and
resubmission”. You will need to inform the applicant what they need to correct
and to resubmit their application.  Once they’ve resubmitted their application,
the application will appear in the “Awaiting ID Verification” pool again.  

The “Verified By” section will auto populate with your name, the identity
verification option you selected at the beginning of the process and the
verification route based on the documents you selected.  If you’re happy with
the information provided, select the box next to “I have seen sufficient
documents in line with the DBS ID Checking Guidelines”. 

Once the ID Verification has been completed by the client, the ID Verified
section on the Applicant Status Information will update to confirm. You can
click onto the client’s name which will bring up which documents have been
checked.  
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Route 2 Verification: 
If you have selected documents that support Route 2, you will be required to also
complete an external ID verification. CBS will be able to do this for you. Please
reach out to the support team to arrange for this to be done and note that you will
not be able to proceed with the verification until the external ID verification has
been completed. 

F2F Verification
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Once the external ID verification has been completed, CBS will inform you whether
the applicant has passed or failed. 
 
If the applicant has passed, the “External ID Verification has been completed”
option will be auto selected, and you will be able to Save and Complete the
application. 

Route 3 Verification:
 If the applicant has failed, you will then be able to proceed to Route 3 and you will
need to have checked at least 5 documents, one of which must be a birth
certificate issued more than 12 months after the time of birth (UK, Isle of Man and
Channel Islands). 
 
Once all required document information has been provided and you’ve clicked on
the “Save & Complete” button, the Application Status Information will update to
confirm that the applicant’s Identity has been verified, and the application will be
submitted to the DBS for processing. 
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Head Office:
Complete Background Screening,
The Screening House, 
Cwm Cynon Business Park, Mountain Ash, CF45 4ER

London Office:
5 St John’s Lane, London, EC1M 4BH

T: 01443 799 900
E: info@cbscreening.co.uk 
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