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Overview of Chaperone Application Process

Norfolk County Council — Child Employment and Entertainment Team (NCC CEE)

Chaperone Licence Applicant

Disclosure and Barring Service (DBS)




START

Pre-application
check: Chaperone
applicant to review
application form &
ensure they have

everything needed prior
to applying — this
includes meeting our 1D
requirement and the
certificate confirming
they recently undertook

NSPCC training

‘Protecting children in
entertainment training
for chaperones’.

Standard process - Including physical DBS check process ]

A

NCC CEE receive
application. Check
has all
supporting

information been
provided (except
references)?

Submit application
form

Signpost referee to
Appendix 1 —
Referee form

Application form
fully completed
and all supporting
information ready
to submit?

YES +—f Online video interview

Reject
application

arranged by NCC CEE to
view ID documents,
verify photo likeness.
This is our ID
requirement, separate

physical check of original
documents needed for
DBS. Interview checks
successfully
completed?

YES

Payment link Applicant attends
shared with examination of
applicant. original

Applicant also documents and

signposted to DBS check

physical

original
document DBS to process
DBS check request, this can
take on average 5 —

10 working days

Has
applicant
made
payment?

References, Social
Care, and DBS
check completed by
NCC CEE, and
decision made
whether to issue
licence. Licence
approved?

Issue Chaperone
Licence (Lanyard &

Photo card).
Signpost Chaperone
support pack



https://learning.nspcc.org.uk/training/protecting-children-entertainment-chaperone-training
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requirement and the
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entertainment training
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Pandemic contingency - Including remote DBS check process ]

NCC CEE receive
application. Check
has all
supporting
information been
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references)?

Submit application
form

Signpost referee to
Appendix 1 —
Referee form

Application form
fully completed
and all supporting
information ready
to submit?

YES |

> Online video interview

arranged by NCC CEE to
view ID documents,
verify photo likeness.
This is our ID
requirement. At the same
time we will examine

original documents
needed for DBS.
Interview and DBS
checks successfully
completed?

Reject
application

YES

Payment link

shared with
applicant.

Has
applicant
made
payment?

YES

DBS to process
request, this can
take on average 5 —
10 working days

References, Social
Care, and DBS
check completed by
NCC CEE, and
decision made
whether to issue
licence. Licence
approved?

Issue Chaperone
Licence (Lanyard &

Photo card).
Signpost Chaperone
support pack



https://learning.nspcc.org.uk/training/protecting-children-entertainment-chaperone-training

