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Disclosure and Barring Service (“DBS”) Checks Information 
 
By law, The Football Association (“The FA”) and Pilkington Football Club (the “Club”) are obliged to do all that they can 
to prevent people who are barred from working with children from becoming involved in football with under-18s. DBS checks 
are a tool in the recruitment procedure available to the Club to assist it in meeting this obligation. 
 
The Club follows The FA’s policies and guidelines in this regard and below are the following information booklets published 
by The FA which provide further important information. 
 
 
Guidance Note 3.2 – Disclosure and Barring Service Checks 
 
Guidance Note 3.5 – Eligibility of Roles 
 
Guidance Note 3.7 – FA Disclosure and Barring Service Checks (DBS Checks) - FAQs 
 
Guidance Note 3.9 – FA Policy on Handling of DBS Check Certificates 
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SAFEGUARDING CHILDREN 
IS EVERYONE’S RESPONSIBILITY

Most children have a really 
great time playing football 
– and long may that continue. 
With you, our job is to ensure 
they continue to enjoy the 
game in a fun and safe 
environment. 

The FA and County FAs 
recognise their collective 
responsibility for children  
and young people within 
football. Clearly, this same 
duty of care is shared by  
every club in the country  
which runs youth teams. 

So this document is a reminder 
of your responsibilities in 
respect of Disclosure and 
Barring Checks (DBS Checks). 
Anyone working in an eligible 
role, directly working with 
children and young people – 
such as managers and coaches 
– must have an in-date, FA-
Accepted, DBS Check as part 
of responsible recruitment 
practice before they work or 
volunteer within football.
Note: When the word/phrase ‘children’ or 
‘children and young people’ is used in this 
document, this means persons aged 18 and 
under, playing in organised leagues. 

COMPLIANCE WITH DBS CHECKS 
REQUIREMENTS AS STATED WITHIN THIS 
GUIDANCE IS PART OF THE AFFILIATION 

CRITERIA FOR CLUBS WITH PLAYERS  
UNDER 18 YEARS OF AGE.
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WHAT’S THE FIRST THING 
MY CLUB SHOULD DO? 

WHAT'S THE FIRST THING MY CLUB 
SHOULD DO?
This work should be carried out by your Club 
Welfare O!cer (CWO), who can access their 
club's safeguarding information via The FA’s 
online Whole Game System portal. 
To access the portal click here or follow 
this link wholegame.TheFA.com/Account/
Login.
You will need your FA Number (FAN). If 
you are new to your role you can create or 
retrieve your FAN on the Whole Game login 
page. For more information on Whole Game 
click on the ‘Help’ tab once logged on.

WHO NEEDS A CHECK?
Everyone aged 16 years or over who 
undertakes any unsupervised roles  
with children. 
These roles could be managing, training, 
coaching and supervising. They include 
giving advice or guidance on well-being, 
caring for children or driving a vehicle 
solely for children on behalf of a club or 
organisation. 
By children, we mean anyone under 18. 
Anyone performing these roles MUST obtain 
an Enhanced DBS Check with Children’s 
Barred List Check. This Check is made against 
the Government’s national list of those  
people barred from working with children  
(the ‘Children’s Barred List’). Then the 
checked person has to be approved to  
work in youth football.
For a full list of those eligible for a DBS check, 
see Guidance Notes 3.5: Eligibility of Roles. 
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WHY DO YOU NEED ONE? 

ACT NOW TO  
ENSURE YOUR 
COACHES AND 

MANAGERS HOLD 
AN IN-DATE, FA-
ACCEPTED DBS 

CHECK BEFORE THE 
SESSION STARTS.

Mainly because of football’s overall 
responsibility to children, their parents  
and carers. 
Rightly, parents and carers are increasingly 
asking people in football two questions: 
1. Are you following the correct  

procedures when recruiting people  
to work with children?

2. Are all the relevant people checked? 
The response has to be ‘yes’ in both cases 
if the integrity of clubs, leagues, County 
FAs and The FA is to be preserved. If those 
eligible don’t have an in-date, FA DBS Check 
in place, youth football will not be able to use 
them in their vital and valued role – and no-
one wants that. 
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HOW LONG DOES A DBS CHECK LAST?

Three years. A DBS Check is a snapshot in 
time and therefore need to be renewed 
– ideally before the current one runs out 
to avoid any gaps and making them non-
compliant and unable to be safely involved. 
We do this every three years to ensure 
The FA has current conviction and barring 
information on the people working with 
children and young people.

3.2   |   DBS CHECKS FOR CLUBS WITH UNDER-18 PLAYERS 5



WHAT CONSTITUTES AN ‘IN-DATE’ 
OR CURRENT DBS CHECK? 

To be ‘in-date’ means: 
A DBS Check must have been completed 
within the last three years and be valid for  
the current season.

APPLYING FOR A DBS CHECK ONLINE
When you apply for – or renew – a DBS Check 
online, your Club Welfare O!cer (CWO) will 
still need to see your original ID documents. 
They can verify these online. If your club isn’t 
already registered to use The FA’s online DBS 
Check application service, please contact 
The FA DBS Unit on 0845 210 8080 or via 
email to: FAchecks@TheFA.com.
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No. If you already have an in-date FA DBS 
Check you do not need another one for your 
new role within grassroots football. 
Also, if you have a DBS Check from outside 
football which you wish to bring into football, 
you may not need a new one, provided it 
meets the portability criteria, i.e.: 
• It is has been registered for the DBS 

(Disclosure & Barring Service) update 
service;

• It is for the right workforce (Child). 
There is a one-o! charge of £10 for ‘porting’ 
a DBS Check from outside football into The 
FA. For most volunteers it is quicker and 
cheaper to apply for an FA DBS Check.

DO YOU NEED A NEW FA DBS CHECK IF YOU ALREADY 
HAVE A CURRENT FA DBS CHECK, BUT HAVE STARTED 
AS A VOLUNTEER WITH ANOTHER GRASSROOTS CLUB?
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Yes. You can now have life-time renewals of 
your FA DBS Check which means you will not 
need to reapply every three years. 
To take advantage of this you will need to: 
• Register your DBS Check with The 

Disclosure and Barring Service( DBS);* 
• Inform The FA DBS Unit, who administers 

the DBS Checks. They will charge a one-
o! £10 administration fee. 

*You must register your DBS Check with 
the DBS update service within 19 days of 
Issue. Once registered for this service, The 
FA will make annual checks on your DBS 
Check status for as long as you have active 
eligible role in football. 
For more information and guidance on 
The FA’s DBS Check policy, the DBS update 
service and FA DBS Check lifetime checks 
please visit: TheFA.com/footballrules-
governance/safeguarding/criminal-
records-checks

CAN I RENEW MY FA DBS CHECK 
AUTOMATICALLY?
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It’s certainly not meant to be – it’s simply a 
way any organisation involved with children 
should operate and is a requirement under 
the Protection of Freedoms Act, 2012. 
However, we fully understand that as soon 
as your Welfare O!cer informs someone 
they need a DBS Check, that person 
may be a"ronted by the implication that 
there may be something inappropriate or 
untoward in their behaviour. This is perfectly 
understandable. 
Nevertheless, The FA and County FAs have a 
responsibility to ensure that no-one barred 
from working with children is allowed to work 
or volunteer within under-18 football. 

Everyone would surely agree that we must 
provide a safe infrastructure for children and 
young people to participate in our national 
game. Carrying out the right checks, ensuring 
those in key roles are educated on the 
indicators of abuse – and know how to refer 
any concerns – are fundamental to creating a 
fun and safe environment. 

ISN’T HAVING A DBS 
CHECK A BIT INTRUSIVE?
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DOES YOUR CLUB WELFARE OFFICER NEED 
ADDITIONAL SUPPORT OR ADVICE?

If your club has a number of teams, your 
CWO may feel their task is too big or they do 
not have an adequate level of support. This 
might mean it becomes di!cult to retain 
them in this role. In such cases, we suggest 
you discuss with your CWO whether they 
would benefit from having an additional CWO 
to support them. Similarly, if your CWO has 
any queries about the DBS Check process, 
they should contact your County FA. A full 
list of County FA contacts can be found at: 
TheFA.com/about-football-association/
who-we-are/county-fas
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To support grassroots clubs to abide by their 
legal requirements, following considerable 
consultation and in line with Government 
guidance, The FA has defined the roles that 
are eligible for di!erent levels of checks in 
football. It is FA policy that checks will be 
carried out in football for all 16-year-olds 
plus in eligible roles. 
In making its decisions on which roles are 
supervised and which are not, The FA has 
utilised the Government guidance, alongside 
the sport sector guidance on supervision, 
developed by the Sport and Recreation 
Alliance and the Child Protection in Sport Unit. 

Supervision is defined by the legislation as: 
• Regular; 
• Day to Day; 
• Reasonable in all circumstances  

for protecting children; and 
• Carried out by someone in  

Regulated Activity.
Table 1 provides a list of roles that are eligible 
for a DBS Enhanced Check: with Children’s 
Barred List and Table 2 provides a list of 
roles that are not eligible, however please 
note these lists are not exhaustive, if you 
require further guidance on whether a role 
is eligible and / or whether it is supervised 
or not, please contact The FA DBS Unit via 
FAChecks@TheFA.com or call  
0845 210 8080.

FOOTBALL ROLES AND ELIGIBILITY FOR DISCLOSURE 
AND BARRING SERVICE CHECKS, CHILD WORKFORCE
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TABLE 1  ROLES ELIGIBLE  
FOR FA DBS CHECKS

POSITION/ROLE NOTES ELIGIBILITY FOR A DBS 
ENHANCED DBS CHECK? REASONS FOR ELIGIBILITY 

IS IT REGULATED ACTIVITY 
& ELIGIBLE FOR DBS 

ENHANCED DBS CHECKWITH 
CHILDREN’S BARRED LIST? 

Football Coach working with 
under-18 players (this includes those 
working in open-age adult football with 
16/17-year-old players)

Includes all coaches, whether they 
have assistant in title or not 

Yes Unsupervised; teaching, training 
and instruction, caring for and 
supervising 

Yes 

Football Team Manager working 
with under-18 players (this includes 
those working in open-age adult football 
with 16/17- year-old players)

As above Yes Unsupervised; teaching, training 
and instruction, caring for and 
supervising 

Yes 

Club Welfare O!cer Work through role with under-18s Yes Unsupervised; teaching, training 
and instruction, caring for and 
supervising, advice & guidance on 
well being 

Yes 

Under-18 Chaperone: Travel, Trips, 
Tours and tournaments 

e.g. tour with overnight stay for 
under-18s 

Yes Caring for or supervising and 
overnight 

Depends on frequency and 
supervision if not overnight 

Regular Club Driver only for children 
(not private arrangement between 
parents) 

Depends whether driver is alone 
with under-18s as part of driving 
responsibilities 

Yes Unsupervised caring for or 
supervising 

Depends on frequency and 
supervision 

Host Family But not if private arrangement 
between families. 

Yes Unsupervised caring for and 
overnight 

Yes 

First-aider/medic working with 
under-18s

Weekly involvement with football 
team 

Yes Treatment and therapy Depends on frequency 

Referee (youth football only) Including all referee mentors, 
observers and coaches under  
Level 4   

Yes (Enhanced) Criteria as per coaches     Yes (Barred list Check)
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TABLE 2  ROLES THAT ARE  
NOT ELIGIBLE FOR FA DBS CHECKS 

ROLE OFTEN REQUESTED BUT NOT ELIGIBLE REASONS IMPORTANT NOTE 
Club secretary

Not coaching, teaching or instructing, caring for, or 
supervising, advising or guiding on wellbeing, not driving for 
the organisation, or providing first aid on a frequent basis 

Those holding these roles may be eligible for an Enhanced 
DBS Check if they have involvement within other areas of 
football activity - where their role does involve caring for or 
supervising children and young people. 
Example:
Mrs Ball is chairperson of Wyhampton FC and is also the 
under-13 assistant coach. As chairperson Mrs Ball is not 
eligible for a check, however she is eligible for an Enhanced 
DBS Check with children’s barring list check for her coaching 
role, whether referred to as coach or assistant coach. As such, 
a check should be completed for her role as coach but not 
chairperson.

Treasurer 
Chairman 
Parent helper/rep 
Clubhouse manager 
Groundskeeper
Caretaker 
Photographer 
Website administrator 
Social network monitors and managers 
Youth section administrator 
Parent running the line 
Youth forum membership (meetings) 
Players (including captains) Playing is not regulated activity

For further information on The FA’s DBS Checks process: 
• Refer to the FAQs section of TheFA.com via TheFA.com/football-rules-governance/safeguarding/the-right-people---recruitment-crc
• Email: FAChecks@TheFA.com 
• Tel: 0845 210 8080 
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TABLE 3  CLUB WELFARE OFFICER 
VOLUNTEER CHECK SHEET 
[Action planning sheet for recording the DBS Check eligibility of newly-appointed  
club volunteers and those who have never previously had a Check]

NAME OF INDIVIDUAL CLUB ROLE OR ROLES 
(ELIGIBILITY SHOULD BE CHECKED 

AGAINST THE ROLE WHICH HAS MOST 
FREQUENT OR INTENSIVE CONTACT  

WITH CHILDREN) 

ELIGIBILITY STATUS 
VISIBLE ON 
THE ONLINE 

SAFEGUARDING 
SERVICE?

YES/NO

NOT ELIGIBLE?
YES/NO

ENHANCED? 
YES/NO

INCLUDING 
BARRING LIST 

CHECK?
YES/NO
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USE THE ONLINE SAFEGUARDING 
SERVICE  A USEFUL TOOL 

The Online Safeguarding Service provides a 
‘club status report’ that allows Club Welfare 
O!cers (CWO) to view the DBS Check status 
of individuals attached to the club and 
provides the date of their last DBS Check. 
Access to the Online Safeguarding Service 
is via The FA’s online Whole Game System 
portal. To access Whole Game System click 
here or follow this link wholegame.TheFA.
com/Account/Login
You will need your FA Number (FAN).  
If you are new to your role you can create 
or retrieve your FAN on the Whole Game 
System log-in page. For more information on 
the Whole Game System click on the ‘Help’ 
tab once logged on. 
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These FAQs refer to checks  
for people in football working 
or volunteering with children  
(a child is a person under the 
age of 18). 

Your County FA Designated 
Safeguarding O!cer (DSO)  
and or The FA DBS Unit  
(e-mail: FAChecks@TheFA.
com, tel: 0845 210 8080),  
can assist if you have any 
further questions.

FA DISCLOSURE AND BARRING SERVICE  
CHECKS (DBS CHECKS) � FAQs 
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1. WHAT IS A DISCLOSURE 
AND BARRING (DBS) 
CHECK? 

The Disclosure and Barring Service Certificate 
which results from a DBS Check is a document 
containing confidential criminal history 
information held by the police and government 
departments. It can be used by employers to 
make safer recruitment decisions. 
Disclosure information could include: 
• Details of criminal records such as 

convictions and cautions; 
• Information about a person’s inclusion 

on children’s or adults’ barred lists¹; 
• Other relevant information held by a 

local police force or government body; 
• A statement that there is no information 

held about an individual. 
The information included will depend on the 
type of disclosure applied for. Most checks 
in football are undertaken on those who 
work with children. An ‘Enhanced DBS Check 
contains all conviction information, spent 
and unspent, and any other non-conviction 
information considered to be relevant by the 
police or other government bodies. For more 
detailed information about Enhanced DBS 
Checks please visit www.gov.uk and search 

for ‘Disclosure and Barring Checks’. ¹’Barred 
lists’ refer’ to a list of people barred from 
working with children (replacing List 99, the 
POCA list and disqualification orders) and a list 
of people barred from working with adults. 

2. WHAT IS THE QUICKEST 
WAY TO GET A DBS 
CHECK? 

Through the online application process run 
by The FA DBS Unit. For more information 
about the process, e-mail FAchecks@TheFA.
com or see question 5. 

3. WHY DO PEOPLE IN 
FOOTBALL NEED TO 
HAVE A DBS CHECK?

Not everyone in football needs one. See 
question 4. The law requires that The FA does 
all that it can to prevent people who are barred 
from working with children in Regulated 
Activity, from becoming involved in football 
with under-18s. An ‘Enhanced DBS Check with 
Children’s Barred List’ tells The FA if a person is 
barred. The FA uses Enhanced DBS Checks for 
roles that are eligible. These checks help The 
FA make informed recruitment decisions about 
the suitability of people with criminal records 
who are seeking a role in football working or 
volunteering with under-18s’.

FA DISCLOSURE AND BARRING SERVICE  
CHECKS (DBS CHECKS) � FAQs 

¹   'Barred lists’ refers to a list of people barred from working with children (replacing List 99, the POCA list  
and disqualification orders) and a list of people barred from working with adults (replacing the POVA list).
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4. WHO NEEDS AN 
ENHANCED DBS CHECK?

Those working in the child workforce in roles 
with under-18s in youth and/or open-age 
adult football. The Protection of Freedoms 
Act, 2012, identified ‘regulated activity’ 
as specific activities with children, carried 
out frequently or intensively, which are 
unsupervised. 
This includes those whose roles involve 
teaching, training, instructing, supervising, 
giving advice or guidance on well-being, 
caring for children or driving a vehicle solely 
for children on behalf of a club or football 
organisation.
Frequently means at any time on more 
than three days in any period of 30 days, or 
any time between 2am and 6am with the 
opportunity for face-to-face contact with 
children. Occasionally people with lower 
levels of contact may still need a check.
Those who carry out these roles with 
children frequently and are unsupervised will 
need an Enhanced DBS Check with a check of 
the Children’s Barred List. 
Supervision is defined by the legislation as: 
• Regular; 
• Day to Day; 
• Reasonable in all circumstances for 

protecting children; and 
• Carried out by someone in ‘regulated 

activity’. 

In making its decisions on which roles are 
supervised and which are not, The FA has 
utilised the Government guidance, alongside 
the sport sector guidance on supervision. 
This was developed by the Sport and 
Recreation Alliance and the Child Protection 
in Sport Unit. 
The FA has invested considerable time 
consulting with stakeholders to define which 
roles in football are unsupervised. As a result, 
the following roles working with under-18s’ in 
football should have an Enhanced DBS Check 
with Children’s Barred List: 
• Those in designated safeguarding o!cer 

roles e.g. Club Welfare O!cers, including 
club Welfare o!cers in open-age adult 
teams where there are 16/17-year-olds; 

• Team Managers, Coaches and 
Assistants. This includes managers and 
coaches who are referred to as Assistant 
Managers or Coaches); 

• Tutors, Mentors, Assessors, Sport 
Scientists; 

• Referees in under-18 football;
• Referee Mentors, Referee Coaches and 

Observers working with under-18s; 
• Professional club Heads of Recruitment, 

Recruitment O!cers (also referred 
to as Scouts), Agents, Chaperones, 
Landladies/Landlords, House Masters, 
and Host Families; 

• First-aiders, doctors, physios and other 
health and care professionals, as defined 
by the Health Care Professional Council 
(HCPC) registered roles; 

• Chaplains; 
• Regular club drivers. 

Ordinarily, Club Chairmen, Treasurers and 
Secretaries do not require a check, if they are 
only or mainly administrative roles. However, 
if the people in these roles also help with 
coaching or at matches, then they will need 
an Enhanced DBS Check with Children’s 
Barred List in their role as a coach, team 
assistant, etc. 
Lots of roles do not need to have checks. For 
example: you do not need to have a check to: 
• Watch your child play; 
• If you occasionally run the line; 
• If you drive your own child and his/ 

her friends to games, if this is a private 
and personal arrangement with other 
parents; 

• If your role is mainly administrative; 
• If you play alongside 16/17-year-olds in 

adult football. 
If you have been asked to have a check and 
you don’t think you need one, please ring 
The FA DBS Unit on 0845 210 8080 or e-mail 
FAChecks@TheFA.com for advice. 
If you have been asked to check certain 
individuals and are not sure if they need a 
check, then please speak to your County FA 
Designated Safeguarding O!cer or e-mail 
FAChecks@TheFA.com for advice. 
It is very important that people who do not 
need a check are not required to have one, 
as this is breaking the law and has serious 
consequences.
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5. HOW DO I GET AN FA 
ENHANCED DBS CHECK?

You may have more than one role in football, 
but you only need one Enhanced DBS Check 
to cover all your roles in football. Choose the 
role in which you have the most frequent 
contact with under-18s from the table.

YOUR ROLE IN FOOTBALL LEVEL/TYPE OF FOOTBALL ACTION TO TAKE
Under-18s coach, Manager, Assistant 
Coach/Manager, First aider, Physio, 
Doctor or other club-based eligible role.

Grassroots Youth Football Speak to your Club Welfare O!cer (Youth Teams)

Coach, Manager, Assistant Coach/
Manager, First aider, Physio, Doctor in 
teams with 16/17-year-old players.

Grassroots Open-Age Adult non-
disabled and disability football 
with 16/17-year-old players.

If your club has youth teams as well as adult teams your 
current CWO (Youth Teams) could manage your checks.
Otherwise contact your CFA to find out how to progress 
DBS Checks or contact The FA DBS Unit via Tel: 0845 210 
8080 or email FAchecks@TheFA.com

Club Welfare O!cer (Youth Teams), Youth 
League Welfare O!cer

Grassroots Youth Football Speak to your County FA Designated Safeguarding O!cer

Club Welfare O!cer (Adult Teams) Grassroots Open-Age Adult 
Football with 16/17-year-old 
players

If your club has youth teams as well as adult teams your 
current CWO (Youth Teams) could manage your checks.
Otherwise contact your CFA to find out how to progress 
DBS Checks or contact The FA DBS Unit via Tel: 0845 210 
8080 or email FAchecks@TheFA.com 

Club Welfare O!cer (Adult Disability 
Teams) with 16/17-year-old players

Grassroots Open-Age Adult 
Disability Football 

If your club has youth teams as well as adult teams your 
current CWO (Youth Teams) could manage your checks.
Otherwise contact your CFA to find out how to progress 
DBS Checks or contact The FA DBS Unit via Tel: 0845 210 
8080 or email FAchecks@TheFA.com

Referee Youth Football Contact your County FA Referee Development O!cer 
Referee Mentor, Referee Coach, Referee 
Observer 

All Contact your County FA Referee Development O!cer

FA Licensed Coach applicant All Ring 0845 210 8080 or e-mail FAChecks@TheFA.com for 
advice 

All roles Premier League clubs Contact the Children’s Services O!cer at your club
All roles English Football League (EFL) 

clubs 
Contact the club Designated Safeguarding O!cer or The 
FA DBS Unit via Tel: 0845 210 8080 or e-mail: FAChecks@
TheFA.com

Working in a private soccer school or 
una!liated football 

All You may not be able to get an FA Enhanced DBS Check. 
Please speak to your line manager or contact 0845 210 
8080 or e-mail FAChecks@TheFA.com for advice 

If you are still unsure what you should be doing? Contact The FA DBS Unit on Tel: 0845 210 8080 or e-mail: 
FAChecks@TheFA.com for advice
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6. WHAT IS THE MINIMUM 
AGE FOR AN FA 
ENHANCED DBS CHECK?

The legal minimum age is 16 years of age and 
FA Policy requires DBS Checks for everyone 
in an eligible role, who is 16 years or older, to 
undertake a check. 

7. HOW MUCH DOES IT 
COST?

This depends on whether you are a volunteer 
and what application method you use. 
The Home O!ce is very strict in its definition 
of volunteers. It defines a volunteer as:
“Any person engaged in an activity which 
involves spending time, unpaid (except for 
travel and other approved out of pocket 
expenses), which aims to benefit some third 
party other than or in addition to a close 
relative”. 
The applicant must not benefit directly from 
the position the DBS Check application is 
being submitted for. 
The applicant must not:
• Receive any payment (except for travel 

and other approved out-of-pocket 
expenses); 

• Be on a work placement; 
• Be on a course that requires them to do 

this job role; 
• Be in a trainee position that will lead to a 

full-time role/qualification.
If you are unsure whether you are a 
volunteer, you must contact The FA DBS 
Unit on 0845 210 8080 for advice. Making 
a dishonest application may have serious 
consequences. 

Most applications are made online and 
it is quick and cheaper to apply this way. 
There is an easy to follow e-guide which 
describes step-by-step, how to use this 
online application process. Your club can 
either speak with their County FA Designated 
Safeguarding O!cer, email FAChecks@
TheFA.com or call: 0845 210 8080 for 
information. 

8. WHY DOESN’T THE 
FA PAY FOR MY DBS 
CHECK? 

The FA has already made, and continues to 
make, significant investments to help make 
children’s football fun and safe. Investment 
is made in its education programmes, case 
management services and all the other 
support services available for clubs, leagues 
and individuals. 

9. I ALREADY HAVE A 
DBS CHECK (FROM 
ELSEWHERE), CAN I 
USE THIS?

To make a DBS Check ‘portable’ you 
need to subscribe to the Update Service. 
The DBS Update Service is an online 
subscription service that lets you keep your 
DBS certificate up-to-date. It also allows 
employers to check a certificate online, with 
your consent. The service costs £13 per year 
and starts from the date your DBS certificate 
was issued. You can find out more via  
gov.uk/dbs-update-service

Checks undertaken through The FA should 
cover you to work in a!liated football 
including the EFL (English Football League). 
If you are in a Premier League Club your 
check may cover, you for Football League 
or FA activities. Contact your Children’s’ 
Services O!cer for advice. 

10. HOW LONG DOES IT 
TAKE TO GET AN FA 
ENHANCED DBS CHECK? 

Online applications take seven days to be 
processed. You can check the progress 
of your application online via the DBS 
website. To do this you need to keep the 
Form Reference Number from your paper 
Disclosure Application Form. This begins with 
an ‘F’ and has 10 digits. Click here to track 
progress. 
If you are using the online application 
process you can track progress using the 
E-Application number emailed to you as part 
of the process. Click here to track progress. 

11. WHY DO SOME CHECKS 
TAKE LONGER THAN 
OTHERS? 

Delays may be due to several reasons: 
• Complex address history; 
• Common name; 
• Delays in the local Police forces and in 

accessing local records; 
• Incomplete information being 

submitted. 

Club Welfare O!cers should check on The 
FA’s online Whole Game System portal 
safeguarding page to ensure the application 
progresses to an ‘Accepted’ status. People 
should be under supervision until their DBS 
Check shows as ‘Accepted’. 
No-one should be allowed to work 
unsupervised with children, without having 
undertaken a check and been accepted, or 
whilst their check is in progress. Best practice 
means people should wherever possible 
help or work in pairs or groups. This provides 
safeguards for everyone. 

12. WHY ARE SOME 
PEOPLE ASKED FOR 
FINGERPRINTS? 

In some cases, the DBS and Police cannot 
confidently match the person against a 
record. Some names are more common than 
others and there may be two or more records 
with the same name and date of birth. The 
Police need to use another ‘identifier’ and 
fingerprints are an e"ective way of ensuring 
the correct record is identified and released. 
This is not at all unusual and is nothing to 
worry about. If you have been asked for 
fingerprints and you want to find out more, 
please e-mail: FAChecks@TheFA.com or ring 
0845 210 8080 for advice and assistance. 
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13. WHAT IF THERE IS 
SOMETHING ON THE 
DBS CERTIFICATE? 

The FA is fair, and it does have a duty to make 
sure the information released does not a!ect 
the safety of children. Every Disclosure is 
assessed individually taking into account 
the person’s age at the time of the incident; 
the time expired since the conviction, the 
way the court dealt with the crime and other 
relevant information. 
Old o!ences are not viewed as seriously 
as recent o!ences. Minor and financial 
crimes are usually not as relevant. Juvenile 
o!ending is generally less concerning than 
adult o!ending. The DBS is also undertaking 
a process to filter old and minor convictions 
and cautions.
Recent assaults, violence with prison 
sentences, sexual crimes and drug supply are 
some of the concerns that are considered as 
a higher risk. 
The FA will sometimes contact you about 
convictions or information on your DBS 
Certificate and ask you to provide two 
character references. This is to reassure The 
FA you are now suitable to be involved in 
working or volunteering with under-18s in’s 
football and that your convictions, or other 
information are not relevant to the welfare 
of under-18s in football. If you are asked 
for this information, it is very important 
you provide it quickly. The FA may suspend 
people who do not reply to these requests 
for information. 

The final decision will be made by an 
independent Panel of people including 
individuals with relevant professional 
expertise and understanding of football who 
are fair and careful in their decision making. 
Occasionally The FA may decide that a 
person should be suspended while these 
enquiries are carried out. If this happens you 
will be given clear information about what 
you may and may not do in football and how 
to progress your situation. 
When the enquiry process is complete and 
The FA is satisfied, the Disclosure will be 
treated as if it were clear of convictions. This 
means The FA’s online Whole Game System 
portal safeguarding page will be updated to 
show you as ‘Accepted’ in football and your 
Disclosure will be shredded in accordance 
with the law. You will receive a letter telling 
you when this happens. 
To speak to someone in confidence about 
your history or to ask more about this 
process please call The FA DBS Unit enquiry 
line on 0845 210 8080 or e-mail FAChecks@
TheFA.com with your query. 
To find out more about the requirements on 
The FA to use Disclosures fairly, see The FA’s 
Policy Statement on Recruiting Ex-O!enders: 
Guidance notes 3.8 at TheFA.com/
governance/safeguarding or visit www.gov.
uk and follow the links to ‘Employing People’ 
and then ‘Recruiting and Hiring’. This website 
can also put you in touch with organisations 
that support ex-o!enders. 

14. WHAT POLICE 
NATIONAL COMPUTER 
(PNC) INFORMATION 
WILL BE FILTERED 
FROM INCLUSION ON A 
DBS CERTIFICATE? 

For more information visit: gov.uk/
government/publications/dbsfiltering-
guidance/dbs-filtering-guide

15. WHAT IF THE 
INFORMATION ON DBS 
CHECK IS WRONG?

You need to tell the DBS immediately. The 
DBS refer to this process as a ‘Dispute’. If you 
wait more than 90 days information cannot 
be changed. 
It is very important to tell the DBS as you 
might find the wrong information a!ects 
your ability to have a role working or 
volunteering with under-18s in football or to 
get a job elsewhere. 
Information about how to contact the DBS 
will be on the back of your Disclosure. To 
start the process, you can ring 0870 9090 
811 or visit www.gov.uk and follow the links 
to ‘Employing People’ and then ‘Recruiting 
and Hiring’. 
Sometimes The FA DBS Unit disputes a 
Disclosure because the postcode is wrong 
or a name has been printed incorrectly by 
the Home O"ce. This may result in a second 
Disclosure being issued to you with the 
correct information. If this happens you are 
advised to destroy the first one. 

16. WHO WILL SEE MY 
DISCLOSURE? 

The FA may request to see your original 
Disclosure to update its records. Please 
comply swiftly when this happens. 
You should not be asked by your Club 
Welfare O"cer or anyone else in your club 
to show your check. The Club can access the 
details they need by using The FAs online 
Whole Game System portal safeguarding 
page. You do not need to show your check 
to anyone outside of The FA’s recruitment 
process. 
The FA may, however, ask you to share 
your copy with the County FA Designated 
Safeguarding O"cer, or in the EFL 
(English Football League), the Designated 
Safeguarding O"cer as they may be directly 
involved with assessing your suitability to 
be involved in working or volunteering with 
under-18s’ in football. 
If there is no relevant criminal history a 
record will be kept stating that you have 
completed the DBS Check process and there 
is currently no known reason why you should 
not be accepted into football. Club Welfare 
O"cers (Youth and Adult Disability Teams), 
Club Secretaries/Assistant Secretaries, 
EFL Designated Safeguarding O"cers and 
County FAs can use The FA’s online Whole 
Game System portal safeguarding page to 
see if your Disclosure has been ‘Accepted’ by 
The FA. This system can also show the club 
your Safeguarding Children training record. 
If there is a criminal history, a set process 
will be followed. For more about this see 
question 13: ‘What if there is something on 
The FA DBS Check?’ If you are suspended, 
your club and County FA will be told of the 
suspension. 
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17. WHAT HAPPENS IF 
I CHANGE CLUBS OR 
REGISTER WITH A NEW 
COUNTY FA?

Speak to the Club Welfare O!cer at your 
new club. They can access The FA’s The 
FA’s online Whole Game System portal 
safeguarding page to ensure that your 
Disclosure has been accepted. You will need 
to provide evidence of your identity, but not 
your Disclosure certificate. You do not need 
to show your Disclosure to anyone outside of 
The FA’s recruitment process. 
Clubs may ask you to have a new check 
especially if your previous one is over three 
years old. This is nothing to worry about and 
is simply FA Policy. 
If you move County FAs (e.g. as a coach), 
your new County FA can access your 
previous records. However, depending on 
when your check was done, they may require 
you to complete an updated one.

18. WILL I NEED TO RENEW 
MY DBS CHECK?

Yes, given that a DBS Check is a snapshot in 
time and therefore potentially only accurate 
at the time it was printed, it is FA Policy to 
require checks to be renewed every three 
years. All checks must be ‘in-date’ by three 
years at the point of a!liation and/or 
registration, and/or licensing. The FA’s Policy 
requires that rechecks of the status of those 
who have subscribed to the DBS ‘Update 
Service’ will be undertaken every 12 months.

19. HOW DO I BECOME A 
VERFIER FOR MY CLUB?

Your County FA will be able to advise you 
or contact The FA DBS Unit via FAchecks@
TheFA.com or Tel: 0845 210 8080 

20. WHERE CAN I GET  
MORE INFORMATION? 

For more about the DBS Check process 
visit www.gov.uk and follow the links to 
‘Employing People’ and then ‘Recruiting and 
Hiring’. This website also carries information 
about organisations that support ex-
o"enders. 

21. HOW DO I MAKE A 
COMPLAINT?

To make a complaint about any aspect of The 
FA DBS process please contact The FA DBS 
Unit by emailing FAChecks@TheFA.com or 
calling 0845 210 8080. 
Alternatively, write to:  
Complaints 
The FA DBS Unit  
1 Wilford Business Park Ruddington Lane  
Nottingham  
NG11 7EP 
The FA DBS Unit will direct your complaint to 
the appropriate person.
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OPEN-AGE ADULT FOOTBALL DBS CHECK – FAQS
RELATING SPECIFICALLY TO PEOPLE WORKING WITH 16/17-YEAR-OLDS
Please note this applies to disability and non-disability Open-Age Adult Football

22. AS WELL AS COACHING 
AN OPEN-AGE ADULT 
TEAM I ALSO COACH 
A YOUTH TEAM. DO I 
NEED ANOTHER FA DBS 
CHECK?

No, you can use your accepted Enhanced FA 
DBS Check for your role in Open-Age Adult 
Football (which can include 16/17-year-old 
players) as well as youth football if it is in-
date (within the last three years).

23. WE ONLY HAVE ONE 
UNDER-18 PLAYER IN 
OUR OPEN-AGE ADULT 
TEAM, DOES THE COACH 
STILL NEED A DBS 
CHECK?

Yes, the coach has a responsibility for the 
player and must therefore have an accepted 
in-date FA Enhanced DBS Check.

24. 16/17-YEAR-OLD 
PLAYERS HAVE 
REGISTERED WITH OUR 
TEAM, CHANCES ARE 
THEY WON’T GET TO 
PLAY MATCHES; DOES 
THE COACH STILL NEED 
A DBS CHECK?

Yes, if you have 16/17-year-old players 
registered with your team and they are 
eligible to take part in club training sessions, 
social activities and matches. Therefore, you 
have a responsibility for them and must have 
a coach with an accepted in-date Enhanced 
FA DBS Check.

25. I’M AN ASSISTANT 
COACH FOR OUR OPEN-
AGE ADULT TEAM. THE 
COACH HAS AN FA DBS 
CHECK, DO I STILL NEED 
TO HAVE ONE?

Yes, all coaches/managers and assistant 
coaches/managers must have an accepted 
in-date Enhanced FA DBS Check.

26. MY OPEN-AGE 
ADULT TEAM HAS 
16/17-YEAR-OLD 
PLAYERS, DO WE NEED 
TO DBS CHECK OUR 
ADULT PLAYERS? 

No, they do not have a regulated role as such 
there is no eligibility to check them – the law 
is clear you cannot check individuals just 
because they are a player.

27. CAN WE DBS CHECK ALL 
OF OUR COMMITTEE 
MEMBERS?

No, not in their capacity as committee 
members as this is not a ‘regulated’ role 
and therefore there is no eligibility to check 
them. If a committee member has another 
role that is ‘regulated’ e.g. CWO (Adult 
Teams) or physio they must compete an 
Enhanced FA DBS Check for that ‘regulated’ 
role.

28. DOES OUR PHYSIO/
DOCTOR/FIRST AIDER 
NEED A DBS CHECK?

Yes, individuals require a check where their 
primary role with the club is that of a First 
Aider with teams that include 16/17-year-
old players. If the club has a physio and/
or doctor they must also have an accepted 
in-date Enhanced FA DBS Check.

29. I’M THE CWO (ADULT 
TEAMS). HOW DO I GET 
MY DBS CHECK DONE?

If your club has youth teams as well as adult 
teams your current CWO (Youth Teams) 
could manage your checks. Otherwise either 
contact your CFA to find out how to progress 
your DBS Check or contact The FA DBS Unit 
via Tel: 0845 210 8080 or email FAchecks@
TheFA.com 
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30. I’M THE CWO (ADULT 
DISABILITY TEAMS). 
HOW DO I GET MY DBS 
CHECK DONE?

If your club has youth teams as well as adult 
teams your current CWO (Youth Teams) 
could manage your checks. Otherwise either 
contact your CFA to find out how to progress 
DBS or contact The FA DBS Unit via Tel: 0845 
210 8080 or email FAchecks@TheFA.com 

31. HOW DOES THE CLUB 
FIND OUT IF SOMEONE 
IS SUITABLE TO WORK 
WITH CHILDREN ONCE 
THE DBS CHECK IS 
COMPLETED?

Your Club Secretary, Assistant Secretary, 
and/or Club Welfare O!cer (where 
appointed) can access the DBS status of 
coaches, managers and medics via The FA’s 
Whole Game System (WGS), Club/Team 
O!cial’s pages. For details and support on 
how to access this information within WGS 
please contact your local County FA.

32. I ONLY REFEREE ADULT 
FOOTBALL DO I NEED A 
DBS CHECK?

No. However, if you choose to o!ciate youth 
football in future you must undertake an FA 
DBS Check for this.
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3.9
GUIDANCE NOTES NO:

FA POLICY ON HANDLING OF  
DBS CHECK CERTIFICATES

Version: 1.1
Published: MAY 2019



GENERAL PRINCIPLES 
As an organisation using the Disclosure and 
Barring Service (DBS) checking service to 
help assess the suitability of applicants for 
positions of trust, The FA complies fully with 
the Code of Practice regarding the correct 
handling, use, storage, retention and disposal 
of certificates and certificate information. It 
also complies fully with its obligations under 
data protection requirements and other 
relevant legislation pertaining to the safe 
handling, use, storage, retention and disposal 
of certificate information and has a written 
policy on these matters, which is available to 
those who wish to see it on request. 

STORAGE AND 
ACCESS 
Certificate information is kept securely, in 
lockable, non-portable, storage containers 
with access strictly controlled and limited 
to those who are entitled to see it as part of 
their duties. 

HANDLING 
In accordance with section 124 of the 
Police Act 1997, certificate information is 
only passed to those who are authorised 
to receive it in the course of their duties. 
We maintain a record of all those to whom 
certificates or certificate information has 
been revealed and it is a criminal o!ence to 
pass this information to anyone who is not 
entitled to receive it. 

USAGE 
Certificate information is only used for the 
specific purpose for which it was requested 
and for which the applicant’s full consent has 
been given. 

RETENTION 
Once a recruitment (or other relevant) 
decision has been made, we do not keep 
certificate information for any longer than is 
necessary. This is generally for a period of up 
to six months, to allow for the consideration 
and resolution of any disputes or complaints. 
If, in very exceptional circumstances, it is 
considered necessary to keep certificate 
information for longer than six months, 
we will consult the DBS about this and will 
give full consideration to data protection 
requirements and Human Rights of the 
individual before doing so. Throughout  
this time, the usual conditions regarding  
the safe storage and strictly controlled 
access will prevail. 

DISPOSAL 
Once the retention period has elapsed, 
we will ensure that any DBS certificate 
information is immediately destroyed by 
secure means, i.e. by shredding, pulping 
or burning. While awaiting destruction, 
certificate information will not be kept in 
any insecure receptacle (e.g. waste bin 
or confidential waste sack). We will not 
keep any photocopy or other image of the 
certificate or any copy or representation 
of the contents of a certificate. However, 
not withstanding the above, we may keep 
a record of the date of issue of a certificate, 
the name of the subject, the type of 
certificate requested, the position for which 
the certificate was requested, the unique 
reference number of the certificates and the 
details of the recruitment decision taken. 

FA POLICY ON HANDLING OF  
DBS CHECK CERTIFICATES
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