THE HONOURABLE SOCIETY OF THE

MIDDLE TEMPLE

CRIMINAL RECORD CHECKS TIMELINE FOR CALL TO THE BAR

These checks can take 3 MONTHS or more from start to finish. You CANNOT leave this till later on or you risk not
having completed checks issued by the Inn’s Eligibility Deadline (3 weeks before your Call date). You must regularly
check your junk/spam folders as emails often get caught (particularly gmail).

The process requires you to provide original ID to the company which conducts the checks (DDC Ltd) and therefore
you may need to factor in any times when you know you will need your ID to travel and when your Call date is.

> DBS = Disclosure and Barring Service (a UK check)

International / Overseas check = additional check(s) dependent on your address history in the last 5 years
DDC = Due Diligence Checking Ltd — the company used by all four Inns for the criminal record checks
Sterling = Sterling Ltd — the company used by DDC for any international checks that are required

Digital ID = an electronic method of verifying ID, only available to holders of a chip-enabled British passport

YV V VY

Waiver from criminal record checks for Call

The BSB has introduced a very limited waiver which applies only to students living overseas for whom it would be
unlawful to send their original ID documentation or to do so would represent a threat to their personal safety or
freedom. 1t is our understanding that in some countries it may be an offence if you post your ID out of the
country and you may be at risk if you are not always in possession of your ID (to produce on demand to
authorities). You MUST therefore check what applies to you. If you think you are eligible, submit a waiver
application form (downloadable from our website) ASAP to avoid a referral to DDC.

The following steps are a summary of the criminal record checks procedure, but there will be variations depending
on circumstances, and some actions may occur simultaneously.

Referral to DDC Ltd 3-4 weeks after Call Application deadline:
e you will be notified by the Inn that your details have been referred to DDC for checks
l e  DDC will email you to start the process. Check your junk/spam folders.
Pay DDC fees As soon as you receive an email from DDC:
e  Paythe DDC fees and complete DDC’s online form
& e  The fees are payable online via the DDC system
Complete DDC’s online e  NOTE - A period of 12months or more resident in another country (continuously or
cumulatively) will trigger additional checks. Ensure you declare time spent resident
fO rm outside the UK accurately. It is important not to generate unnecessary checks, delay,
extra work and extra cost
l DDC will confirm whether you are eligible to use Digital ID or whether they will need sight of
your original ID documents.

As soon as you have completed the form and paid the fees:

o () o [If you are currently living in UK, provided a UK address and not using Digital ID] DDC will
lf pOStmg el orlglnal send an envelope to you in the post. If you don’t receive it, follow up with DDC directly
ID documents to DDC o [If you are currently living overseas, provided an overseas address and not using Digital

ID] DDC will send an email to non-UK residents providing instructions and the address for

- . ou to use on your own envelope
Original documents are a requirement Y Y P

of the DBS government department.
You cannot send certified copies of
your documents to DDC. The Inn or
other third parties cannot
check/verify your documents for you.

e If required you must arrange and pay for postage of your documents (either tracked
delivery or by courier, ensuring your chosen method covers the contents of the
envelope)

e  Ensure you use the correct address and postcode. Keep evidence of posting

e Check with DDC on the delivery options if you want to send with greater security /
tracking, etc. (see their website for details)

e  factorin times you will need your ID to travel and when your Call date is

Take copies/photos of your
documents before you post them, in

case Sterling require copies for [Alternatives to posting documents]
international checks (see below). a) Take your documents to DDC’s office — you must phone DDC to make an appointment
before you go. DDC have one office in Leicester, which is open 9am — 5pm from Mon —
Fri (except bank holidays in the UK). Meltongate House, 1282A Melton Road, Syston,
Leicester, LE7 2HD
b) Digital ID (for holders of chip-enabled British or Irish passport holders only). DDC will
provide you with details on this process if you are eligible to use it



https://www.middletemple.org.uk/education-training/student-information-services/call-to-the-bar
https://www.ddc.uk.net/help-advice/guidance-for-applicants/postage-costs/

DDC post your
documents back to you
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DDC return documents via Royal Mail’s ‘International Signed For’ service. There is the
option to upgrade this, or arrange for a courier. Couriers need to be arranged for by
you, and you need to inform DDC that this is what you want to do as soon as
possible

Video call with DDC
to verify your identity

DDC will contact you to book a video call (10-15 mins approx.)

Ensure you will be available and have a camera which works on your device

During the call ask DDC if one or more international checks is/are going to be needed
and what is required of you next if that is the case

DDC will submit your
application to the DBS
for your UK check
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You cannot be Called
International check(s)
Additional fee to pay

Your DBS certificate will be sent to you in the post (you can also choose to receive a
notification when the UK DBS check is issued)

If your check is clear (no content) you should not send this to the Inn (we can see
when it has been issued on our DDC account)

If your check is not clear (contains cautions/convictions) you need to POST/BRING the
original to the Inn. You may choose to email a copy to the Inn first in case the hard
copy does not arrive or takes time to arrive. The Inn will then contact you with
regards to next steps.

BE AWARE: DDC may tell you your check is ‘complete’ — they are often referring to the DBS UK check only.

if any international checks are required and are not completed in time.

If one or more international checks are needed, DDC will notify you and request
payment for the relevant fees, to be paid by phone or bank transfer.

The cost of checks varies by country (Price list).

The length of time they take also varies widely — some take SEVERAL
WEEKS/MONTHS. You will NOT be eligible for Call if any check for you is incomplete.

DDC will refer you to
Sterling for
International checks

\ 4

Once the fees are paid, DDC will refer your details to a company called Sterling
International checks are via a completed separate process.

Sterling will contact you
to initiate International
check(s)

You must complete any
additional forms and provide
any documents as requested

Set up an online Sterling account and provide all necessary details to Sterling as
requested as soon as possible. Sterling may ask you to complete another form or
repeat details you have already provided to DDC (those details may not have been
referred on or they may need something slightly different). Sometimes Sterling may
request copies of ID documents from you.

Do not assume that if you have already provided the details to DDC that your input is
complete for this extra process.

Ensure that you follow up with Sterling to ensure that the process is completed and
they have applied for your international check. Middle Temple cannot speak to
Sterling on your behalf as they are not our client (we can only speak with DDC).

Sterling release your
international check(s)

You can access this report via your online account with Sterling

Sterling will send the report to DDC. DDC process this and issue a report to the Inn
containing both your DBS and international check results.

This can take some time. If the Call Eligibility Deadline is very near you can email your
copy to the Inn (CalltotheBar@middletemple.org.uk, rather than the Inn waiting for it
to be referred on from DDC.

Each check has a lifespan of 12 months from the date of issuance and will be considered valid for any Call ceremonies
scheduled to occur within that period. If your checks expire you will be referred to start the process again.

COMMON MISTAKES:

1. Emails are missed in spam/junk folders and/or contact between DDC and applicants is difficult if applicants are based
outside the UK without easy phone contact possible
2. Candidates put off actions or ignore requests when busy with exams, or they need their passport for a holiday after exams,

and delay sending it off to DDC
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Misunderstandings arise about what exactly is ‘complete’ (a complete DBS UK check alone may not be enough for Call)
Unsatisfactory ID documents are provided by the applicant

Incorrect dates of non-UK residency are provided giving rise to unnecessary enquiries or further checks

Payment for an international check is not made by the applicant, and DDC do not refer details to Sterling or they are

referred late (and the applicant is not aware or not chasing up progress)
7. Candidates wrongly assume that Middle Temple can speed up results for them or intervene in this process or that the Inn
can waive checks which are required — we cannot.

Middle Temple Education Department, updated 21 February 2024



https://www.middletemple.org.uk/sites/default/files/Uploads/International%20pricing%20-%20October%202022.docx

