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Trainer Notes (CD-15)

Proof of Age (POA), ID (POID) & High Value

PINs

Trainer

Introduction

The Proof of Age (POA) process is to ensure that parcels containing bladed items
are delivered into the hands of a person aged 18 years or over. For every delivery
of this type the driver will verify that the recipient is over the age of 18, either
visually or by checking the recipient’s ID. The sender will let their customer know
if they need to provide ID prior to dispatch of the goods.

The Proof of ID (POID) process is to combat attempted fraud by insisting that for
certain deliveries recipients provide photographic proof of identity prior to
receiving their parcel(s). The sender will let their customer know if they need to
provide ID prior to dispatch of the goods.

4-digit PIN codes are a delivery requirement for high value parcels being
delivered from certain DPD customers. An email or SMS is sent to the recipient
with their unique PIN code, which they then provide to the driver in order to
receive their parcel. Without this code, the driver cannot deliver the parcel.

What are the benefits?
e Provides customers sending high value items with proof that their goods
have been delivered to the correct person
Prevents suspect fraudulent deliveries
Prevents certain items being delivered to underage recipients
Ensures safe delivery of bladed items
Ensures the requirements of ‘The Offensive Weapons Act 1984’ are met
Reduces the opportunity for high value claims
Increases customer/consumer confidence

Trainer

Who is this training conducted with?
e Employed Drivers, Owner Drivers and relevant Managers/Depot
Operatives

What resources will be needed for this training to be effective?
e Saturn5

How long will the training take?
e 30 minutes

In the ‘live’ environment, where does this process take place?
e At the recipient’s address or in the depot customer collection area

Who does the Saturn user conduct this process with?
e The named parcel recipient or person accepting the parcel on their behalf

Explain

Note:
See pg.8 for the Proof of ID process and pg.13 for High Value PIN process
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Proof of Age (POA) Process
The person “signing” for the delivery must be over 18 years of age but does not
necessarily need to be the named recipient.

e Scan the parcel at the delivery point — the stop will display that ‘Age
Check’ is required (see below)

Route 100

Outstanding History Unsuccessful

AGE CHECK x1

RECIPIENT

Summerhill Supplies Ltd X

Lizzie YOUNGS 20 BOURNBROOK ROAD, B297BH
06:00-22:00 B1 3RB

e ﬁ x01
PARCEL &7 x2 ID REQUIRED: (8)

59 - 83 VITT( :

COOKSONGC AGE CHECK
06:00-22:00 B1 ...

[—
PARCEL x2

BREWDOG

WILHEMINA LYVERS

06:00-22:00 B1 1BL
e SWIPE UP TO ACCESS CAMERA

PARCEL x1
ATHENA STUDIOS 360 ol
PAUL WILSON
_ o o —

Note:
This may also be indicated on the address label (see below)
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and must only be delivered into the
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e If the recipient is available, select ‘Options’ (see above) then tap on
‘Deliver’ (see below)
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Note:
For this type of delivery the DTN and LOA options are not available.

4 Delivery Options

Geofence Unlocked

Age Verification 18+
Deliver >

Is the person signing for the delivery 18
years or older?

If you are in any doubt about the age of

the recipient on delivery, you must
select Age Verification and request ID.

Carded > o u @

@ Refused

No Time Available >

e Saturn will then display the ‘Age Verification 18+’ screen asking the driver
to visibly see if the person “signing” for the delivery is 18 years of age or
older (see above)

e [f the person “signing” for the delivery is clearly 18 years or older, press
the green ‘thumbs up’ (see above)

e Ask for the name of the person “signing” for delivery, enter it into the
‘Name of Recipient’ box and press ‘Done’ (see below)
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Address

31 Temple Row, Birmingham, B7S 3HP

Parcels Delivered

Recipient Details

¥ x4

Name of recipient:
John Smith X }
1 2 3 4 5 6 TN 9 0

gwerT tyuiop
asdf gh j k|

<

7123

z x ¢c vbnm@

© :

Place the parcel within the delivery property and take a photo by clicking
on the red ‘camera’ button (see below) — see ‘Saturn Camera Use’

Trainer Notes (DF-35)

Select green ‘thumbs up’ if the photo clearly shows the parcel in the
delivery property (NOT in a safe place location) to complete the delivery

(see below)

Select red ‘thumbs down’ to retake the photo if it doesn’t show the parcel
in the delivery property or if it includes the recipient (see below)

o ACCEPT PHOTO?
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Note:
The photograph will serve as proof that the delivery was successful. Due to

GDPR the photo must NOT include the recipient.

e Alternatively, if the person “signing” for the delivery is clearly under 18
years of age, the parcel must not be delivered — press the red ‘thumbs
down’ on the ‘Age Verification 18+’ screen (see below)

A

Age Verification 18+
Age Verification Failed
Is the person signing for the delivery 18
years or older? Sorry but our driver is not allowed to
deliver this parcel without a valid proof of

If you are in any doubt about the age of
age being presented

the recipient on delivery, you must
select Age Verification and request ID.

O O @ Please contact the sender of your delivery

Next

e The ‘Age Verification Failed’ screen will show instructing the driver not to
deliver the parcel — this screen can be shown to the recipient (see above)

ID Check

e Ifthe driver is in any doubt about the age of the person “signing” for
the delivery, select the orange ‘Age Verification’ button (see below) and
request the person “signing” for the delivery provides ID showing their date
of birth

Note:
If the person “signing” for the delivery cannot provide ID when requested, the
delivery MUST NOT take place — see below process ‘Failure to provide Proof of

Age’.
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£ ID Check

Age Verification

Please select which ID the Customer
is using:

Age Verification 18+

Drivers Licence >
Is the person signing for the delivery 18
years or older? Passport >
If you are in any doubt about the age of National ID Card >
the recipient on delivery, you must
select Age Verification and request ID. No Valid ID >

O |6 O

e The ‘ID Check’ screen will show with 3 choices of ID to choose from —
‘Drivers Licence’, ‘Passport’ and ‘National ID Card’ (see above)

e [f the person “signing” for the delivery can provide valid photographic ID,
then select the chosen method of ID from the list on the ‘ID Check’ screen
(see above)

e [f the person “signing” for the delivery cannot provide valid photographic
ID, see section below ‘Failure to provide ‘Proof of Age’ ID’

Note:
For examples of acceptable photographic ID — see page 12.

e The next screen will ask the driver to confirm if the person “signing” for the
delivery has a date of birth before a certain date (18 years ago from
today’s date) — check the DOB on the ID (see below)
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SATURN

Please enter the last 5 digits of the ID
presented to you

Date Of Birth

Is the Date Of Birth before:

20/12/2001

e Press the red ‘thumbs down’ on the ‘Date of Birth’ screen (see above) if
the person “signing” for the delivery wasn’t born before the date shown on
the screen — the ‘Age Verification Failed’ screen will show and the parcel
cannot be delivered

e (Click the green ‘thumbs up’ if the person “signing” for the delivery was
born before the date shown on the screen (see above)

e Then enter the last 5 digits of the ID that is presented and press ‘Continue’
(see above)

Note:
The person “signing” for the delivery must be over the age of 18 and must be at

the delivery property.

e Ask for the name of the person “signing” for delivery, enter it into the
‘Name of Recipient’ box and press ‘Done’ (see below)
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31 Temple Row, Birmingham, B7S 3HP

¥ x4

Recipient Details

a

<

7123

Name of recipient:
John Smith X |
1 2 3 4 5 6 7208 9 0
qwe T T tyuiop

s d f gh j k I
z x ¢c vbnm@

© :

e Place the parcel within the delivery property and take a photo by clicking
on the red ‘camera’ button (see below) — see ‘Saturn Camera Use’

Trainer Notes (DF-35)

e Select green ‘thumbs up’ if the photo clearly shows the parcel in the
delivery property (NOT in a safe place location) to complete the delivery

(see below)

e Select red ‘thumbs down’ to retake the photo if it doesn’t show the parcel
in the delivery property or if it includes the recipient (see below)

Note:

The photograph will serve as proof that the delivery was successful. Due to

GDPR the photo must NOT include the recipient.
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o ACCEPT PHOTO? @
Failure to Provide ‘Proof of Age’ ID

e If the recipient cannot provide ID when requested, ‘No Valid ID’ must be
selected on the ‘ID Check’ screen (see below) and the parcel must not be
delivered

e The ‘Age Verification Failed’ screen will show and can be shown to the
recipient - press ‘Next’ to return to the stop list (see below)

Note:
The delivery can be attempted at a later time in the day if the recipient is over 18
years of age but did not have ID on them at the time of delivery

Note:
If the delivery fails as a result of ‘No Valid ID’, a Request for Further Instruction
(RFI) will automatically be created.
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Q ‘dm 825

< ID Check

Age Verification

Please select which ID the Customer
is using:

A

Drivers Licence > : : :
Age Verification Failed
Passport > Sorry but our driver is not allowed to
i deliver this parcel without a valid proof of
National ID Card > !
age being presented
No Valid ID >

@ Please contact the sender of your delivery

Next

Proof of ID (POID) Process
e Scan the parcel at the delivery point — the scan page will display that ID is
required (see below)

e Select ‘Options’ then tap on ‘Deliver’ (see below)

= Route 100 L

Outstanding History Unsuccessful
POID 542 RECIPIENT

X X

20 BOURNBROOK ROAD ), B297BH
07:00-22:00 B29 7BH

| —— R ——————a———— ] ﬁ x 01
PARCEL &px2 ID REQUIRED: (B)

AGATHA HOROWITZ oI

22 LUTON RD

07:00-22:00 B29 7BN

PARCEL 71 ©

SHAVAUN MAPLES
6 ELMDON RD

07:00-22:00 B29 7LF

SHOP DELIVERY &7+ 3
ROWLANDS PHARMACY

JILL

g o -
Note:

For this type of delivery the DTN and LOA options are not available.
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e Saturn will then display the ‘ID Check’ screen showing the forms of
photographic ID that the customer can choose from (see below)

< Delivery Options < ID Check
ID Verification
S Please select which ID the Customer @
ﬂi‘ Unlock Geofence is using:

Drivers License
. Deliver >

Passport

UK Disability Card
Police/MOD
National ID Card

No Valid ID

Successful Delivery With The Recipient Named On The Parcel

Note:

The parcel(s) may be accepted by the named recipient or a relative living at the
address with the same surname.

e If the recipient can provide one of the forms of photographic ID select the
relevant option from the list

Note:
Only certain forms of photographic ID will be accepted — see page 14-15.

Note:
If the recipient cannot provide this ID, the delivery MUST NOT take place.

e Check the ID to make sure the surname matches the surname on the
parcel and that the photo is a good likeness to that person, press the
green ‘thumbs up’ icon (see below)

Note:
Out of date ID can be accepted as long as the photo is a good likeness to the
person.

e All of the acceptable forms of ID have a unique reference (see examples
A-G on pg.14-15) — the last 5 digits/letters of this reference must be
entered onto the Saturn (see below)

e Then press ‘Continue’ (see below)
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SATURN

Please enter the last 5 digits of the ID
presented to you

Warning D67¢80

Does this ID match the recipient?

o [0

1 2345617890

SsE = oy d R

P

The signature screen will show with ‘Proof of ID’, along with the last 5
digits of the ID (see below) — ask for the name of the person “signing” for
delivery, enter it into the ‘Name of Recipient’ box and press ‘Done’ (see
below)

£ Recipient Details

Address

31 Temple Row, Birmingham, B7S 3HP

Parcels Delivered

ﬁbx;‘\l

Name of recipient:

‘: John Smith X ‘

q1w2e3 r tsy u i o p
asdf gh j kI
& z x cvbnm®

n23 , © .

Place the parcel within the delivery property and take a photo by clicking
on the red ‘camera’ button (see below) — see ‘Saturn Camera Use’
Trainer Notes (DF-35)
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e Select green ‘thumbs up’ if the photo clearly shows the parcel in the
delivery property (NOT in a safe place location) to complete the delivery
(see below)

e Select red thumbs down’ to retake the photo if it doesn’t show the parcel
in the delivery property or if it includes the recipient (see below)

Note:
The photograph will serve as proof that the delivery was successful. Due to
GDPR the photo must NOT include the recipient.

o ACCEPT PHOTO? @
Unsuccessful Delivery

e |If the parcel cannot be delivered due to incorrect ID, select ‘No valid ID’
(see below)

¢ A message will be displayed on the Saturn to inform the recipient that this
delivery cannot take place (see below)

13
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< ID Check

ID Verification

Please select which ID the Customer
is using:

A

ID Check Failed

Age Confirmed
Sorry but our driver is not allowed to
Drivers Licence deliver this parcel without a valid ID

being presented
Passport

UK Disability Card

Police/MOD @ Please contact the sender of your delivery

National ID Card

No Valid ID

e At this point the message must be shown to the recipient, then press
‘Next' to return to the stop list (see above)

e The delivery can be attempted at a later point in the day but only if all of
the correct criteria are met

Note:
If in any doubt about the identity of the recipient, the driver must contact the depot
to seek advice.

Note:

If a POID delivery fails as a result of ‘No ID’, a Request for Further Instruction
(RFI) will automatically be created and a redelivery request date assigned to the
parcel.
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Examples of acceptable photographic ID
(Last 5 digits to be entered when requested on Saturn)

UK Passport Foreign Passport
§ UNVTET: KINGDOM OF GREAT BRETATVAND ,\.nmmn:s IRELAND  S5m il AEET‘":E:‘WO" i L“‘:AT;;';;
TR T T S e PASSPORT P “AUs “™
{ e cer = | 92s07asT3 e o

mm»ﬁ,mamr JSas

oftm{ Lvu do ruissance

LBOURNE

okder's igpahee Sgeatre d indare

A.(Lm
PL<GBRUK<SPECIMEN<<ANGELA<ZOE<<tccecceecaeas S =
Foreign ID Card UK Driving Licence
BUNDESREPUBLIK PEUTSCHLAND | 722000129 DRIVING LICENCE
FERSO‘(ALAIJSI\EB
MISTFRMANN (N |
- B )
a
5 G.ﬂRDIMOM ¥ |50
‘ 938568 =
st e 0 ——
|| i 4 B.BE. £.01D1E Lkbng

Police Warrant Card — this is NOT applicable to the Proof of Age (POA) Process

SUSSEX
POLICE

POLICE OFFICER

Warrant No:

[ saimpomsie
TP
*

Detective Inspector Sooty

This I5 & warrasd anc aheohkstaly S8 % 1
e athoilty Te exsculing the l - AW
ahirties of dhis oifice, -
-, n.
q. L]
-
-
A - & »

NOTE: This man ks an impostes, warming. .

High Value PIN Code Process

e Scan the parcel at the delivery point — the stop list and scan page will
display ‘PIN REQUIRED’ (see below)

15

Proof of Age & ID (CD-15) — 20.03.2025 — CB/ZB/NDA/SH - v18

DPD000009_0015




= Route 103 Ja

Outstanding History Unsuccessful

REVERSE-IT &7 11

ST. JAMESS PLACE
06:00-12:00 FK9 4UE

PIN REQUIRED &7+ 1
AIRTHEY FARM

06:00-12:00 FK9 4RW

PIN REQUIRED &7+ 6

FALCON FOODSERVICE, WALLACE VIEW
955 06:00-11:00 FK9 5PY

PIN REQUIRED &7 +2
AIRTHREY KERSE DAIRY FARM

e Select ‘Options’ then tap on ‘Deliver’ (see below)

< Delivery Options
i“\ Unlock Geofence
RECIPIENT
AIRTHEY FARM, FK9 4RW Deliver
ﬁxm m Deliver To Neighbour
PIN REQUIRED ,
m Leave Safe
Pos
Carded
m Refuse
Split Stop

ON 3N~

Scan Count Barcodes Options

Note:
The ‘Deliver To Neighbour’, ‘Leave Safe’ and ‘Post’ options are unavailable for
high value parcels that require a PIN code (see above).

e Saturn will advise that the delivery requires a 4-digit PIN (see below)

16
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Note:
The PIN code is generated by DPD and not by the sender/customer.

Note:

If more than 1 parcel in the stop requires a PIN code, and 2 different PIN code
notifications have been sent to the recipient, the driver only needs to enter one
PIN code to unlock the whole stop.

This delivery requires a delivery req
4-digit PIN: 4-digit P

Resend PIN Resend P
B #ooorkggs@mail.com [ wwerggs@mail.com
Hkkkkhk§356 B Sk 6356
11 2 3 %
) 5 6 -
PIN Unavailable / 7 8 9 i
ABC (T | | =

e Ask the recipient for their PIN and enter it into Saturn by selecting the
‘Enter Pin’ box (see above)

e Select the red ‘tick’ button to proceed with the delivery as normal (see
above) - see ‘Making a Basic Delivery’ Trainer Notes (CD-05)

Re-sending PIN code via Email and SMS
e In the event that the recipient has not received their PIN code, there is an
option to re-send these details via Email and SMS (see below)

17
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This delivery requires a This delivery requires a
4-digit PIN: 4-digit PIN:

Resend PIN: Resend PIN:

B oeorggs@mail.com &

B Sk G356 &

Confirm Resend Confirm Resend

Last PIN Resend: Last PIN Resend:
x4 5%%5356 at 04 Mar 10:24am *rx*rxggs@mail.com at 04 Mar 10:24am

PIN Unavailable ‘ PIN Unavailable

e Select the ‘Email’ or the ‘SMS’ box and select ‘Confirm Resend’ to re-send
the PIN (see above)

Note:
The PIN code can be re-sent to the recipient via Email and SMS during a delivery.
The PIN code can only be re-sent to the recipient once per email address and

mobile number provided.
A yellow box at the top of the screen confirms that the PIN code has been re-sent

to the recipient (see below).

@ PINre-sent to #6356

This delivery requires a
4-digit PIN:

Resend PIN:

B #reekggs@mail.com

Last PIN Resend:
**¥x2x%6356 at 04 Mar 10:24am

PIN Unavailable

18
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Note:

The PIN code can only be sent to the email address or mobile number already
provided on the parcel notification details and these details cannot be amended
by the driver.

e There may be times where multiple email addresses and mobile numbers
have been provided (see below)

This delivery requires a
4-digit PIN:

This delivery requires a
4-digit PIN:

Resend PIN Resend PIN

[ Email

Email

= Mobile = Mobile

*H*t**63 56

R ¥

PIN Unavailable PIN Unavailable

o Select the ‘Email’ or ‘Mobile’ box to show the different options available

Note:
The PIN code can be re-sent to all emails and mobile numbers provided.

PIN Code Unavailable
e [f the recipient is unable to provide the 4-digit PIN code, select ‘PIN
unavailable’ at the bottom of the Saturn screen (see below)

PIN Unavailable

¢ A prompt will appear to re-send the PIN code to the recipient, if not
already actioned
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Cannot Deliver Parcel Without
Valid PIN

Have you tried resending the PIN to

the customer details provided?

o

e Select the red ‘thumbs down’ button to re-send the recipient their PIN code
(see Re-sending PIN code via Email and SMS section)

e [f the PIN code has already been re-sent to the recipient but is still
unavailable, select the green ‘thumbs up’ button to fail the delivery

Note:

Under NO circumstances can PIN code stops be delivered to the recipient using
runsheets/paper Proof of Delivery (PODs). When printing runsheets, PIN code
stops can be identified as “PIN required’ (see below).

*002905481007 0100022015 =
022

23
Depot 0029 Route 548 (01:00) ?."ehit‘i!e YG72 OCB Date 10/07/2023 Page
Paul

Address: Dédliveries/Collections %yvioe Delivery Collection
Delives o 7 15505187126526 0700 [T OmATAYe: Slonacure

Tom Carter - 22:00

Harwell Close

. Printed Name: Printed Name:
BBINGDCH

ONON Oty 1

ox14: Time: Time:
Collected |[REFUSED  FALL  CARD|NTC NTA UTL  UIC

CNR

Multiple Deliveries — No Valid ID/PIN Unavailable

Proof of ID (POID), Proof of Age (POA) and PIN parcels can be added to other
stops for the same address when scanned ‘out for delivery’, as part of the route
load process (see ‘C&D AM Driver Operation’ Trainer Notes CD-04).

If a stop has both POID/POA/PIN parcels and parcels not requiring ID/PIN, and
the consumer does not have ID/PIN, the parcels that do not require ID/PIN can
still be delivered.
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Scan all parcels for the delivery and press ‘Options’ (see below)

20 BOURNBROOK ROAD, B29 7BH

1D REQUIRED: (B

ON M=

Scan Count

RECIPIENT

X

ﬁ e

POID

Barcodes Options

‘Confirm’ any delivery messages, then press ‘Deliver’ (see below)

< Stop 24

DELIVERY INSTRUCTIONS

Alternative Delivery Options

Neighbour Safe

Delivery Messages

On the ID Verification screen, select ‘No Valid ID’ (see below)

Or, on the ‘4-digit PIN’ screen, select ‘PIN Unavailable’ (see below)

~

Post

< Delivery Options

Unlock Geofence
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< ID Check

ID Verification
Please select which ID the Customer @

is using:

This delivery requires a
4-digit PIN:

Drivers License
Passport

UK Disability Card
Resend PIN

Police/MOD
Email

National ID Card

No Valid ID [=] Mobile

PIN Unavailable

The ‘ID Check Failed’ screen will show - Select ‘Next’ (see below)

Or, select the green thumbs up on the ‘Cannot Deliver Parcel Without
Valid PIN’ screen (see below)

A

ID Check Failed

Sorry but our driver is not allowed to
deliver this parcel without a valid ID
being presented

Cannot Deliver Parcel Without
Valid PIN

Have you tried resending the PIN to

the customer details provided?

o

© Please contact the sender of your delivery

Next
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e The ‘Scan ID Parcels’ screen will show — scan the parcels requiring ID
verification or PIN to remove them from the stop (see below)

Note:
This screen will only show if the stop has both non-POID/POA/PIN parcels and
POID/POA/PIN parcels.

A

Scan POID

ve the

pe

& 15505208 084 022 3

e Then continue to deliver the parcels not requiring ID, as normal - see
‘Making a Basic Delivery’ Trainer Notes (CD-05)
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