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Information for Section X 
Checkers 

Introduction  

Some general points about checking 

‘Thank you for agreeing to fulfil the role of Section X Checker. Being a Section X Checker is a really  
important job within London Diocese’s system for safeguarding children in our Churches. Your task in 
carefully checking the details in people’s CRB Disclosure application forms, and their evidence of identity 
is an essential part in ensuring the safety of children in churches. We are very grateful for the work you do 
in checking the forms for your parish and filling in Section X.’ 
 
 
 

 The Venerable Dr William Jacob, Archdeacon of Charing Cross 

Being a Section X Checker really consists of three main jobs: 
 
1.Checking the form. 
This is the most important part of the role, and the part that causes us the most problems! The forms are 
read by a computer and so their accuracy is paramount as there is no margin for error. Therefore, the first 
part of your job is ensuring there are no mistakes on the form. If the CRB find errors on the forms,  they 
send them back and we risk losing our status as an umbrella organisation. Being really fussy with the form 
is a good thing! 
 
2. Completing Section X 
Section X is where you verify the identity of the applicant. Accurate checking of the identity documents is 
obviously very important but is straightforward if done carefully and systematically. It is important to make 
sure everything is accurately recorded. 
 
3. Completing the process 
The form has to be sent off with all the correct additions. The parish log must also be filled in to record who 
has been checked. This final part of the process is easy to over look but very important. 
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Who is eligible for a check? 
Anyone involved in “Regulated Activity” is entitled to a Disclosure. Regulated Activity involves contact with 
children or vulnerable adults that is of a specified nature (e.g. teaching, training, supervision, advice, medi-
cal treatment or transport) or in a specified place (e.g. schools etc). It is activity that happens frequently 
(once a month or more)  or intensively (on three or more days in any 30 day period) or overnight (between 
2am and 6am). It also includes fostering and childcare or certain specified positions of responsibility (e.g. 
school governor, director of adult social services, trustees of certain charities). 
 
It is not necessary for churchwardens or Section X Checkers to apply unless they work directly with children 
in the church.  
 

What is a Disclosure? 
A snapshot of a person’s record of criminal convictions, cautions, reprimands and warnings. It is part of an 
informed decision-making process regarding employment but 
 

   A disclosure is not a substitute for references and g ood practice. 
 
Types of Disclosure 
Standard Disclosure 
The Diocese of London does not support Standard Disclosures.  
 
Enhanced Disclosure (default level) 
All Enhanced Disclosures involve checking information contained on government department lists for peo-
ple considered unsuitable to work with children, as well as an extra level of verification involving local police 
records. The Enhanced Disclosure is free to volunteers, otherwise it is £36. 
 
Once we have received a Disclosure from the CRB do we need to recheck it on a regular basis?  
We do not recheck CRBs as standard. We do, however, recheck if there has been any cause for concern or 
suspicion. If anyone requires their CRB to be checked regularly for another reason then this may be done 
where relevant and at the discretion of the Diocese. 
 
What does a Parish need to do? 
1. Adopt a policy statement 
2. Approve an agreement with the London Diocesan Fund 
3. Appoint a Section X Checker 
We cannot process disclosures if this has not been done. 
 
How does the system work?  

Some Basic Information 

Fill in the form very 
carefully trying not 

to make any  
mistakes! 

We’ll 
come on 
to this! 

Check the form, 
Counter-

signatory signs 
it and then it is 

sent to the CRB 

Check for relevant 
information about 

applicant and  
produce 2  
disclosures 

Receives the 
form and writes 

to  Section X 
Checker  

informing of  
outcome 

Passes on result to 
relevant people in 

parish and  
completes parish 

log 

Applicant  
Counter 

Signatory 
Office  

CRB 
Counter 

Signatory 
Office  

Section X 
Checker  

Section X 
Checker  
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 Check the Form 

Complete Section X 

Fill in Parish Log 

Write Covering Letter 
 

Check payment 

Send to Countersignatory  

Complete Parish Log 

The job of a Section X checker 

 

Disclosure application forms, Documentary Evidence Sheets and any supplementary pages must be 
completed in BLOCK CAPITALS and in black ink - otherwise they will be rejected by the CRB. 
 
Check that applicants have completed their part of the form correctly. In particular check that: 
 
All information is entered in a way that a computer can read, because the CRB will scan application 
forms automatically.  
 
The applicant has signed the declaration at Section H, line 68.  
 
The name and address, and date of birth they have provided in Section A are supported by  
original documents shown to you directly as evidence of identity.  
 
The applicant has provided previous addresses covering the whole of the past five years. Use a  
continuation sheet if necessary. 
 
CRB no longer require applicants to provide any of the personal information requested in Sections E 
and F (i.e. Additional Information and Referee details).  Applicants should leave these sections blank - 
please DO NOT put a line through these parts of the form or state ‘not applicable.’ 
 
The Address that should always be used is that of your church or project, not the Diocese of London. 

Some general points about checking 
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If Mrs, then ensure that  
Section C is completed 

Check all this  
information is the 
same as on ID. 

There should be 
gaps in the post-
code. 

Make sure the position 
makes it clear they will be 
working with children. 

Make sure this is the 
church address, not the 
LDF. 

If Ms/Other, then  
ensure that section C 
is completed 
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This box should be left completely blank. There 
should not be a line through it. 

Make sure 
this gap is 
there. 

If this section is completed, 
make sure that all dates are 
continuous with no obvious 
gaps in time 

If, as is the case here, this 
date isn't more than five 
years ago there must be a 
continuation sheet. 
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This what a continuation sheet should look like. 
 
It should have the name, address and form reference number on 
each sheet. 
 
The Item numbers must be included. 
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This box should be left completely blank. There 
should not be a line through it. 

This box must be 
crossed if a  
continuation sheet has 
been used. 

No need to sign here  
anymore. 
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Section X 

 
Group 1 
•Passport any nationality 
 
•UK Birth Certificate issued within 12 months of 
date of birth – full or short form acceptable  
including those issued by UK authorities overseas, 
such as Embassies, High Commissions and HM 
Forces. 
 
•UK issued Driving Licence England/Wales/
Scotland/Northern Ireland/Isle of Man; 
either photocard or paper. A photocard is only valid 
if the individual presents it with the 
counterpart licence 
 
•EU National Identity Card EU countries only 
 
•HM Forces ID Card (UK) 
 
•UK Firearms Licence 
 
•Adoption Certificate (UK) 
 
 
 
 
 
 
 

 
Group 2 
•Marriage/Civil Partnership Certificate 
 
•Financial Statement** e.g. pension, endowment, 
ISA 
 
•Birth Certificate 
 
•Vehicle Registration Document (Document V5 
old style and V5C new style only) 
 
•P45/P60 Statement (UK)** 
 
•Mail Order Catalogue Statement* 
 
•Bank/Building Society Statement* 
 
•Court Claim Form(UK)** documentation issued 
by Court Services 
 
•Utility Bill* electricity, gas, water, telephone – 
inc. mobile phone contract/bill 
 
•Exam Certificate e.g. GCSE, NVQ, O Levels, 
Degree 
 
•TV Licence** 

 

  
Can the applicant produce any document from Group 1 ? 

 (see list in Appendix D) 
  

  
  

YES 
  
  

  
  

NO 
  
  

  
  
 
  
  

  
  
 
  
  

  
3 documents needed  

1 document from Group 1 
2 documents from Groups 1 or 2 

  
  

  
5 documents needed  

5 documents from Group 2 

Section X requires applicants to produce documentary evidence of identity. Documents must be originals 
(photocopies are NOT acceptable).  
 
Which documents need to be provided? 
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Group 2 Continued  
•Addressed Payslip* 
 
•Credit Card Statement* 
 
•National Insurance Card (UK) 
 
•Store Card Statement* 
 
•NHS Card (UK) 
 
•Mortgage Statement** 
 
•Benefit Statement* e.g. Child Allowance, Pension 
 
•Insurance Certificate** 
 
•Certificate of British Nationality (UK) 
 
•Council Tax Statement (UK)** 
 
•Work Permit/Visa (UK)** 
 
•A document from Central/Local Government/
Government Agency/Local Authority giving entitle-
ment (UK)* e.g. Department for Work and Pen-
sions, the Employment Service, Customs & Reve-
nue, Job Centre, Job Centre Plus and Social Secu-
rity. 
 
 

 
•One of the following documents from the Borders 
and Immigration Agency (BIA) (formerly the  
Immigration and Nationality Directorate – IND) (UK) 
Do not use more than one of the following  
Documents: Convention Travel Document (CTD), 
Stateless Person’s Document (SPD), Certificate of 
Identity (CID), Application Registration Card (ARC) 
 
•Connexions Card (UK) 
 
•CRB Disclosure Certificate** 
 
•Letter from a Head Teacher* 
 
* documentation should be less than 3 months               

old 
 
** Issued within past 12 months. 
 
This list is subject to amendment. Please check the 
‘ID Checking Process’ at www.crb.gov.uk/dip 
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Driving Licences 
Do not accept licenses, other than those stated in the list of valid identity documents. English, Welsh and 
Scottish driving licence numbers contain information about the applicant's name, sex and date of birth. 
This information is written in a special format but can be gleaned and matched against the information  
provided by the applicant in Section A-C. 
Please note that the date of birth on English, Welsh and Scottish driving licences, issued before 1977, is 
not recorded as a separate entry on the licence. The date of birth must be deciphered from the driving  
licence number and entered in the relevant field on the application form. 

For example the format of the number for Christine Josephine Robinson, born 2 July 1975: 
   
N = 1st five letters of the surname (if the surname begins MAC or MC it is treated as MC for all). 
Y = YEAR of birth. 
M = MONTH of birth (In the case of a female, the number represented by the first M will have the value 5    

added to the first digit e.g. a female born in November (i.e. 11) would display '61' in the MM boxes) or 
if born in February (i.e. 02) would display ‘52’). 

D = DAY of month of birth. 
I =  Initial letter of the first two forenames - if only one, then 9 will replace the second letter. If the licence   

indicates that the applicant has a middle name, ensure that one has been provided in Section A. 
C = Computer generated. 
  
Please note, for Northern Ireland driving licences the licence number is in a different format. The licence 
number is unique to the driver and the ‘name’ or ‘date of birth’ validation, as shown above, cannot be used. 
Do not accept licences from British dependencies (e.g. Gibraltar, Channel Islands and Falkland Islands). 
  
What if the applicant has been adopted? 
Registered Bodies should inform applicants that if they were adopted before the age of 10, they do not 
need to provide their surname at birth in Section C of the Disclosure application form, they should give 
their adoptive name in this section. 
  
This is because the age of criminal responsibility is deemed to be 10 years, under the Children and Young 
Persons Act 1933, Chapter 12, Section 50. This means that there is no possibility that an individual could 
have a criminal record in a name that was used until the age of 10. 
  
What if the applicant has changed their name recent ly and cannot provide ID documents in this 
new name?   
Documents in a previous name can be accepted ONLY where the applicant can provide documentation 
supporting a recent change because of: 
· Marriage/civil partnership {marriage/civil partnership certificate} 
· divorce/civil partnership dissolution {decree absolute/civil partnership dissolution certificate} 
· deed poll {Deed Poll certificate} 
  
In these instances, you must: 
1. Return a 'Continuation Sheet' with the application form clearly stating:  

Current and previous names 
Date of the change 
Reason for the change 
The document you have seen to support this change 

2. Ensure that all ‘Previous names’ and ‘Dates used’ are recorded in Section B (Other Names) 

What to look for on identification 

R O B I N  7 5 7 0 2 5   C J 9 9 9 0 1 

N N N N N  Y M M D D Y  I I C C C C C 
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How do I check for indicators of fraud? 
Always check for signs of tampering when checking identity documents. Documents should be queried if 
they display any signs of damage, especially in the areas of personal details such as the name and the  
photograph.  The following table of guidelines should help you look out for any suspicious signs when  
authenticating documents. 
  
Passport 
Check the general quality and condition of the passport.  Treat it with suspicion if it is excessively damaged; 
accidental damage is often used to conceal tampering.  Photographs should be examined closely for signs of 
damage to the laminate or for excessive glue or slitting of the laminate; these signs would indicate photo 
substitution.  If the photograph appears excessively large, this might indicate an attempt to hide another pho-
tograph underneath.  There should also be an embossed strip embedded into the laminate, which will catch 
a portion of the photograph.  Check there is no damage to this area. If the passport is from a foreign national, 
you can still follow the same general procedures as above. 
  
Photo driving licence 
Examine the licence for evidence of photo tampering or any amendment of the printed details. 
  
Old style driving licence (no photograph)  
Remove the document from the plastic wallet and check that it is printed on both sides. It should have a  
watermark visible by holding the licence up to the light and there should be no punctuation marks in the 
name or address.  The ‘Valid To’ date should be the day before the bearer’s 70th birthday (unless the bearer 
is already over 70).  The ‘Valid To’ date can therefore be cross-referenced with the applicant’s date of birth 
detailed in Section A. 
  
Birth certificate 
Birth certificates are not wholly reliable for confirming identity, since copies are easily obtained.  However, 
certificates issued at the time of birth are more reliable than recently issued duplicates. 
Check the quality of paper used; genuine certificates use a high grade.  There should be a watermark visible 
when the document is held up to the light.  Any signs of smoothness on the surface would indicate that  
original text might have been washed or rubbed away.  There should be no signs of tampering, changes  
using liquid paper, overwriting or spelling mistakes. 
  
EU Photo Identity Card  
Examine the card for evidence of photo tampering or any amendment of the printed details. 
  
HM Forces ID Card 
Examine the card for evidence of photo tampering or any amendment of the printed details. 
  
Firearms licence 
Check the licence is printed on blue security paper with a Royal crest watermark and a feint pattern stating 
the words ‘Home Office’. Examine the licence for evidence of photo tampering or any amendment of the 
printed details, which should include home address and date of birth. The licence should be signed by the 
holder and bear the authorising signature of the chief of police for the area in which they live, or normally a 
person to whom his authority has been delegated. 
  
Other forms of identification 
Ensure all letters and statements are recent, i.e. within a 3 month period. Do not accept documentation 
printed from the internet. Check letter headed paper is used, bank headers are correct and all documentation 
looks genuine. The address should be cross-referenced with that quoted in Section A. 
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 Send the form to your Area Counter-signatory to complete Section Y and forward the application to the 
CRB along with the supplementary Documentary Evidence Sheet. 
 
When sending the Disclosure Application to the Coun ter-signatory, please: 
 
Enclose a covering letter giving full details of the position for which the Disclosure is required (e.g. part-
time children’s worker; Sunday group volunteer; children’s choir leader etc) and indicate whether it is a 
paid post. 
 
Identify the name and address of the person to whom the Disclosure outcome should be sent – normally 
the Section X Checker. 
 
Enclose a large stamped envelope (size C5), addressed to that person. 
 
Enclose payment (if required, see below)*. 
 
Enclose Documentary Evidence Sheet. 
 
Make sure Section Y is NOT completed. 
 
Complete the Parish Information Log to keep track of the application and provide evidence of outcome. 
 
The Counter-signatory will advise the parish or project of the outcome via a standard letter. 
 
*No fee is required for volunteers. A fee of £36 is required for an application from someone who is  
applying for Enhanced Disclosure for a paid post (whether full time or part time). 
 
Cheques should be payable to LONDON DIOCESAN FUND. 

After checking identification documents and complet ing Section X 
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Names and Addresses of Countersignatories’ Offices 

Two Cities -                                        
Charing Cross Archdeaconry 

Two Cities -                                                             
London Archdeaconry 

Pam Nicholls 
15A Gower Street 
London 
WC1E 6HW 
Tel: 020 7323 1992 
pam.nicholls@london.anglican.org 

Janet Laws 
The Old Deanery 
Dean’s Court 
London EC4V 5AA 
Tel: 020 7248 6233 
janet.laws@londin.clara.co.uk 

Stepney Area  

Willesden Area  

For lay appointments  
Dee Bennett 
Willesden Area Office 
268A Kenton Rd 
Kenton 
Harrow 
HA3 8DB 
Tel: 020 8907 5993 
WAO@London.anglican.org 

For clergy appointments  
Nikki Court 
173 Willesden Lane 
Brondesbury 
London 
NW6  7YN 
Tel: 020 8451 0189 
nikki.court@london.anglican.org 

Kensington Area  

For lay appointments:  
Linda Woods 
Archdeacon's Office, 
98 Dukes Avenue, 
Chiswick, 
London 
W4 2AF 
Tel: 020 8742 8308 
linda.woods@london.anglican.org 

For clergy appointments  
Jan Redshaw 
Dial House 
Riverside 
Twickenham 
Middlesex 
TW1 3DT 
Tel: 020 8892 7781 
Jan.Redshaw@london.anglican.org 

Edmonton Area  

For lay appointments:  
Brenda Barwick 
London Diocesan House 
36 Causton Street 
London SW1P 4AU 
Tel: 020 7932 1190 
brenda.barwick@london.anglican.org 

For clergy appointments  
Christine White 
27 Thurlow Road 
London 
NW3 5PP 
Tel: 020 7435 5890 
christine.white@london.anglican.org 

Jenny Harding 
St Andrew’s Vicarage 
5 St Andrew Street 
London 
EC4A 3AB 
Tel: 020 7353 3544 
jenny.harding@london.anglican.org  
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This Parish Information Log should be kept in a sec ure place indefinitely as evidence that 
a Disclosure Application was made. 

Once this log has been completed please sign below before filing 
 
Signature:……………………………………. Incumbent/Section X Check er  

 

Name:…………………………………………..(please print) 

 
 
 
 
 
 
 

Name of applicant and position         
applied for:  
  

  

Is this a paid post or voluntary?    
Has payment, if appropriate,  
been received and passed?  

  

Disclosure Application form  
reference number:    

ID required in Section X checked by:  
Types of ID  seen (please note that, for Data 
Protection purposes, no reference numbers 
should be recorded)  

  

Date when application sent to                     
Countersignatory: 
 

  
  

Which Countersignatory was the  
application sent to? 
 

  

Date when outcome received: 
 
 

  

Disclosure reference number: 
 
 

  

Date issued: 
 
 

  

Next Step  (if required):   

Parish Information Log 

(This form may be photocopied) 



 15 

 
 

(to be forwarded by the Section X Checker with each  CRB application) 
 
 
 
Applicant Name   __________________________________________________ 
 
 
Form Reference Number _______________ 
 
 
Registered Body Number 20540700005 
 
 
Documents seen:  
 

 
 
 
Section X Checker ____________________ 
 
 
Date    ____________________  
 

Documentary Evidence Sheet 

�*�U�R�X�S�� �'�R�F�X�P�H�Q�W�V���6�H�H�Q��

  

  

  

  

  

(This form may be photocopied) 
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(This form may be photocopied) 

Continuation Sheet 
(Please complete in Black ink  and write in BLOCK CAPITALS ) 
 
Form Ref:  F00 
 
Name:   
 
Address:    
 
 
 
Section C 
Item no: 
22  Surname used 
 
23  Used from (year) 
 
24  Used to (year) 
 
 
Section D 
Item no: 
36 - 37   
 
38   
 
39 
 
40/41  Postcode    Country 
 
42/45  From date   To date                    (month & year: 012001) 
------------------------------------------------------------------------------------------------------------------ 
36 - 37   
 
38   
 
39 
 
40/41  Postcode    Country 
 
42/45  From date   To date                    (month & year: 012001) 
------------------------------------------------------------------------------------------------------------------ 
36 -37 
 
38 
 
39 
 
40/41  Postcode    Country 
 
42/45  From date   To date                    (month & year: 012001) 
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        Section X Checker Name  
        and Address: 

                                            ___________________ 
                   ___________________ 
                   ___________________ 
                   ___________________ 

 
                     __________ 

                       (dd/mm/yy) 
 

Recipient Name and Address: 
___________________ 
___________________ 
___________________ 
___________________ 
 
 
Dear  
 
RE: CRB disclosure  (Form reference: ___________________)  
 
Please find enclosed a CRB disclosure application form for ___________________ 
 
___________________has applied for the volunteer position/ paid position (delete) of  
________________________with _________________________________.  
 
I request that you please process an Enhanced CRB disclosure.  
 
I enclose a cheque for £36 to cover the cost. (delete) 
 
Please send the disclosure outcome to:  
 
___________________ 
___________________ 
___________________ 
___________________ 
 
 
I have also enclosed a stamped address envelope for your convenience.  
 
Best Wishes 
 
 
___________________ 

 
 

 
(This form may be photocopied) 

Covering Letter for CRB disclosure 


