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Accessing Your Application

You will receive an email invitation to

access and complete your application.

If you cannot find the email, please
check your junk/spam folder.

The invitation email will include:
e The name of the organisation
requesting your check
e Atemporary password to access
your application
e Alink directing you to the
application login page

OCB

Confirm your recent login

Hi Applicant Mame,

It looks like you're signing in to your
apphcaton. We don't always ask for
additional verification, but we sometimes add
this extra step t© help us keep your account
Secure,

If you weren't expecling this email, dont
share this code with anyone and we would
recommeand changing your password as
500N as possible to keep your account

Secure.

Your one time passcode is:

570088
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Logging In

To login, you will need:

Email Address
Enter the email address the invitation
was sent to

Temporary Password
Copy and paste the temporary password

from your email

Once entered, click ‘Continue’.

Your DBS Application

Before you begin, we need to confirm some details. If you've already started
an application. we'll take you back to it. If not, we'll create a secure account
for you now.

Email address *

applicant.name@example.com

Password *

ssssssssRERS

For additional security we may send you a one time passcode

Problems getting started? Get help
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One-Time Passcode

For additional security, you will be
required to enter a one-time passcode to
access your application.

A 6-digit code will be sent to your
registered email address, however, it will
expire after 15 minutes.

Please allow a few minutes for the email
to arrive. If you do not receive the code,
check your junk/spam folder before
requesting a new one.

If you have previously marked an email
from us as spam, our system may no
longer be able to send emails to your
inbox.

To resolve this, you will need to locate
the original email and mark it as ‘Not
Spam’ or ‘Not Junk’.

&

Check your email

me passcode to applicant.name@example.com.

ca“(EI

OCB

Confirm your recent login

Hi Applicant Mame,

It looks like you're signing in to your
apphcaton. We dont always ask for
additional verification, but we sometimes add
this extra step © help us keep your account

secure.

If you weren't expaciling this email, dont
share this code with anyone and we would
recommend changing your password as
500N as possible 10 keep your account

sSecure.

Your one time passcode is:

570088

Enter Your Passcode

Enter the 6-digit code sent to your
registered email address into the
required fields on the application
screen.
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The Application Form

Once logged in, you will be taken to your
application dashboard, where you can
access and complete each section of
your application form.

As each section is completed, its status
will automatically update from
“Incomplete” to “Complete”. You must
complete all required sections before
you can submit your application.
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Tanks

Before you begin...

What el newed 1o complits

On the dashboard, you will be able to
view:

Application Sections - All sections of your
application form

Section Status - Displays whether a
section is Incomplete or Complete

My Account - Access your account details,
password settings, and logout option
Begin Application - Start or continue your

application
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Personal Information

In this section, you will be asked to provide your language preference, personal

details and address details.

Language Preference
Select ‘English’ if you wish to continue
your application online.

Full Legal Name

You must enter your full legal name
exactly as it appears on your official
documents. If the names do not match,
this may cause an error later in your
application. If you have more than one
middle name, you can add additional
names where required.

Date of Birth
Once entered, the date and your age will
automatically display below this field.

Gender

If you select ‘Other’, additional
information is provided for you to review
before continuing.

Telephone Number

The telephone number provided will be
used for communication regarding your
application.

0 0

Personal Inf

Language Preference

[Please choose what Linguage you'd ke your application corespondence 10 be in? *

Important Information

Cunrently, the online apphc. e completed in English because the DES systems nesponsibie for processing and

Yaur Information

Tighe * Forenama *

Middlo nanse(i)

* Add Ancther

Dt el ity * Gender *

Important Information

For DS purposes. please select the gendier that matches the identity documents you wil be wting for this chack.

Contact detail:
Tehephone: 0300 131 2784 &
Emait senaithve@dba.govuk
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Personal Information

You will need to enter your current address details and, if required,

any previous addresses.

Country

This will automatically default to United
Kingdom. Please amend this if it is not
correct.

Move-In Date
Enter the date you moved to your
current address.

Address Search

Begin typing the first line of your address
into the address field.

A list of matching addresses will appear.
Select the correct address from the list to
auto-fill the remaining fields.

Additional Address History

If more address history is required, a
message will appear and additional
fields will be displayed for you to enter
previous addresses.

Taire] Rddreit
Couratry *

Uinited Kingedcam
Addddeway Lir 1°

W High Strest, Aryt

0 High Sireed, Amylown CFAS 0AR

Towaen [ iy = County Posioosde

Tewn f Gty * Conrity Perikiids ¢

Wigrtar Arh Rhandda Cyrn Taf CF45 IPY

Dute you mowed into thin addren

June 1999
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Additional Information

In this section, you will be asked to provide information about any previous
names, along with your place of birth and nationality at birth.

If You Have Previous Names

If you have been known by another
surname or forename, select ‘Yes’ when
prompted. A field will then appear for
you to enter your previous name(s).

You will also be asked to provide the year
you used the name(s) until.

If you have more than one previous
name, you can add more by clicking
‘Add Previous Surname / Forename’.

If You Do Not Have Previous Names
If you have not been known by any other
names, select ‘No’.

An additional question will appear
asking you to confirm that you have had
the same surname since birth. You must
select ‘Yes’ to continue.

You also need to complete the
information regarding your
Place of Birth to complete

this section.

Addetinnal o

Hawe you ever Been ieown by sy ofter wrnamet! ©

F pou P st By EREr SUMamS In B ST, acd SaCh DR DECW Nong Wit e pear you Mopped usieg L Orce acced

s 0w will show & Tmeing 30 you can confire evenyiing is comec.
¥iour sumame has been _ singe birih

M you v been s, by ey other dorenamnt

= Al Privviout Sunae

f o P Lt By CIET AOPETBmES I 6 L, B0 G g DD ko Wit LN BB 0w SIOP06d Laing 1L Drce aaded
g 0w PO B TN 0 0L LB CONEP: Everyting i COmedt
Your forensme hukbeen _ Erce bt
= Asd Previous Ferename
Task Personal Irfo Additional Info
Additional Info
Have you ever been known by any other sumames?
Have you used the same surmame since birth
w|[w]
Have you ever been known by any other forenames? *
Place of Birth
Country of birth *
United Kingdom
Town / City of birth * County / State of birth
Mationality 8t birth
m
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ID Documentation

In this section, you will be asked to confirm which forms of identification you
hold. For each document listed, select ‘Yes’ or ‘No’.

UK NI Number

If you have a UK National Insurance
Number, select ‘Yes’ and enter the
details requested.

Passport
If you hold a valid passport, select ‘Yes’
and provide the information requested.

Driving Licence

If you hold a valid driving licence, select
‘Yes’ and complete the required
information. There is a Magic Wand tool
to help generate the first part of your
licence number. The last 5 digits must be
entered manually. Please double- check
that the number entered is exactly as it
appears on your driving licence.

A pop-up message will appear to help
you check that your driving licence
number has been entered correctly.
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D yous harew 2 Vialkd Passponrt? *

Fisue date

Walld from date

10 Croxcuarmernts oo

Weonst Natioal hevicst dehon: Nusmbed

Counkry of s

Expiry dade *

Eapert Matsnsiey

Dribving Lioence Typs

Driving Licence Auto Fill

We have pre-filled most of your driving licence number




Declarations

In this section, you will be asked to confirm your consent and declare any relevant criminal
history.

For each question, select either ‘Yes’ or ‘N0’ as appropriate.
Any relevant criminal history must be declared accurately within this section.

To proceed, you must select ‘Yes’ to confirm your consent.

Tasks Personal Info Addianal Info D Venfication D Documentation Declarations:

Read the following statements carefully.

Providing false or misleading information may result in your application being reyected. For more information on DES filtening
rubes, see DES filtering guidance.

Do you have any convictions, cautions, reprimands or final warnings which would not be filtered in line with current guidance? *

E

I have read the Standard/Enhanced Check Privacy Policy for applicants and | understand how DBS will process my personal data
and the options available to me for submitting an application. *

W (e

I consent to the DBS providing an electronic result directly to the registered body that has submitted my application. |
understand that an electronic result containg a message that indicates either the certificate is blank or to await certificate which
will indicate that my certificate contains information. In some cases the registered body may provide this information directly to
my employer prior to me receiving my certificate, *

[« ]

1 understand if | do not consent to an electronic result being issued to the registered body submitting my application that | must
not proceed with this application and | should submit a paper application form.

1 understand that to withdraw my consent whilst my application is in progress | must contact the DBS helpline 02000 200 190 &,
My application will then be withdraswn,

m
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Submission

In this section, you will be able to review all information entered on your
application before submission.

Application Review
Where sufficient information has been

provided, the section will display as ‘OK..
If any section is incomplete or requires T —
further information, it will be flagged as
‘Needs Attention’.

If any information entered does not
match your verified ID details, the system
will flag this and display the information o

it is expecting to see. B
You can click on any section marked as
needing attention to return directly to
that part of the application and update
the information accordingly.

e pny g

1D Diocumentaiion

Submitting Your Application
The Submit button will only be available
once:
o All required sections have been
completed
e Your identity verification has been
completed
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Post Submission

Once your application has been submitted successfully, you will receive an email to
confirm.

CBS

CBS

Your application has been submitted

Hi Applicant Name,

This is an email confirmation that your application has been successfully
submitted.

We'll review the information you've provided and contact you by email if

anything further is required. You don't need to take any action at this stage.
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Post Submission (DBS Check)

Once your DBS application has been completed, you will receive a follow-up email

with further information.

Once your DBS application has been
completed, you will receive a follow-up
email with further information.

This email will include:
e Your DBS certificate details
e Information on what happens next
e Your E-reference number

Update Service

Your E-reference number is required if
you wish to register for the DBS Update
Service.

Please note that you have 30 calendar
days from the date your certificate is
issued to sign up for the Update Service.

Your DBS Certificate Details

Applicant Name,

Certificate MNumber. 00NN
S eReference: ENTINITIN

Important information:
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