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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
o Atemporary password to access
your application
e Alink directing you to the
application login page

OCBS

Complete your DBS
Application

Dear Applicant Name,

CBS has invited you to begin a DBS
application using this email address. An
account has been created for you, and your
temporary password is shown below.

To begin the process, please click the button
below to sign in and get started. Once logged
in, you'll have the option to change your
password.

If you weren't expecting this message, please
contact CBS on 01443 799 900 or email

info@cbscreening.co.uk

Your password is:

MJ4QtA90BI?J

Begin your application

cbscreening.co.uk | 01443 799 900 | info@cbscreening.co.uk
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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 *

For additional security we may send you a one time passcode

roblems getting started? Get help

( : ) cbscreening.co.uk | 01443 799 900 | info@cbscreening.co.uk
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One-time Passcode

For additional security, you will be CBS y have | received this email

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.

Confirm your recent login

Hi Applicant Name,

It looks like you're signing in to your
apphcaton. We dont always ask for

If you have previously marked an additional verification, but we sometimes add
email from us as spam, our system this extra step to help us keep your account
may no longer be able to send emails soeure.

to your inbox. If you weren't expacting this email, don
share this code with anyone and we would
To resolve this, you will need to locate recommend changing your password as
the original email and mark it as ‘Not i e e

secure.
Spam’ or ‘Not Junk’.
Your one tima passcode is:

- 570088
& .

Check your email

1 applicant ple.com.

Enter Your Passcode

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

) cbscreening.co.uk | 01443 799 900 | info@cbscreening.co.uk '
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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.

Tasks

Before you begin...

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

© cbscreening.co.uk | 01443 799 900 | info@cbscreening.co.uk
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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.

. Peviorad Imde
Language Preference

Please (hoove what anguage you d bue your Jppikcation Cormewpondence 10 be in? ©

Important Information

Curmently, the oniene spphcat

£ BATha AL IEA A BEPRAY 8 WHER 6ad ot b D AL e (0 Uk uiing Felnie SCB.PE-A1590

Middie rame(s)

+ Add Arcthe

Date of birth * Gender *

Important Information

For DBS purposes. please Sehect the gender That matches the identity documents you will be wbng for the check

Contact detais
Tebephone Q300 112784 &
Emat sensitere@dbn govuk

Thae phone lne nchudes 8n out-of - hours vOrmad Lernce where you Can request » call back
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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
itis 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.

((( )) cbscreening.co.uk | 01443 799 900 | info@cbscreening.co.uk
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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 e
If you have been known by another

surname or forename, select ‘Yes’ when ‘ 70 e 2 e s 1 it 8k o e g . g . e
prompted. A field will then appear for
you to enter your previous name(s).

o A Preveous Srname

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 *—e—9
‘Add Previous Surname / Forename’. Adarsond ko
[ﬂm' B |

Huve you ubed the Same SUMam Lo birth? *

If You Do Not Have Previous Names v (=]
If you have not been known by any [“':T'_‘_‘_'W‘"W'"”'“'"“"M“

other names, select ‘No’.

Check these fields before continuing...

An additional question will appear
asking you to confirm that you have

Additional Infe

had the same surname since birth. You e ———
must select ‘Yes’ to continue. If you Ll
select ‘No’ for each question, an error (e ]

message will appear.

e of
Place of Birth T
You also need to add information e el ——
regarding your Place of Birth to N
complete this section.
[ &= | [

) cbscreening.co.uk | 01443 799 900 | info@cbscreening.co.uk '
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Right to Work

In this section, you’ll be asked about your right to work in the UK. Please
answer each question accurately. Your answers will determine which

right to work verification route is available to you and what information
or documents you need to provide as part of your application.

You'll first be asked if you have the
right to work in the UK. Select ‘Yes’
to answer follow-up questions, or
‘No’ to continue to ID Verification.

UK or Irish Passport

Right ba Work

D rou haws & Fight 13 wedk in tha UKT *

The quickest option is to verify your right to work using Digital ID. If you select
this option, you will be automatically guided to the digital identity verification
route in the next section of your application. This allows your identity and right
to work to be verified at the same time. Alternatively, if you prefer not to use
Digital ID, you can provide documents instead.

Right ta Work

Doy Bave 1 e work in the UK? *

Are you happy o complete your Right to Wik online? *

20

10 Verifieation

Verify Your Identity and Right to Work

Before your D85 application can be submiated. we need o werify your identity. This process also allows us 1o collect the

Diginal 1D Post Office Verification Face-10-Face Verification

oo o0 0

Right e Viork

Do s P 3 vt e I g T+

=

Dic o B vl UK Pusapord, il Pusapeart o Irink Passpert Cand?

=

R o Ry B Dot i it B VRN o

08 s vy 3 Mirestric Rt ¢ Pormelt (R ThOE ot S Supiried il T

o L3x W 0 3

L S W IR

PNV etk 3B ons B ORI 3 GONILAL Bhusre Exad B S0l 1 e O TAghe 13 wid i thes T *

(]

Ao you & i or Wsh CRirenT

]

Choose your Right to Work Documents
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Right to Work

BRP or UKVI Account

If you have a BRP or UKVI account, you can obtain your share code from
GOV.UK. Enter your share code and click ‘Save & Continue’. Your right to work
will then be verified internally.

Right to Work

D s B g 1 s i thet LT *

D yois b vl UK Passpent, bish Pussport o Irith Passpernt Card? *

Do you huve & Biometric Residence Permit (BRP) that Rus net expired within the last 18 mosths, or a UK Viias and Immsigeation
(UKW acxount that allews you 1o abtain s GOVILK Share Code in ceder 10 prave your right 16 wark in the KT *

=

Providing a GOV.UK Share Code

To preme yous right B0 work i the LK. you'l nesed 1o prcvide @ GOVAIK Shase Cod,

Selbect Obtain Share Code Below 1o cpen the GOV.IUK w e, ¥
o6 nasional idtniity £ard 1o generate ) e code,

W reed yous Biometiic Residence Peemi (BAP). patipert

Cwsce you've generatid your share code, return 10 this sppbcation snd tnter it in the field below,

Obstain Shans Code

GOVUK Share Code *

No Passport or Share Code

If you don’t have a valid UK or Irish passport or a Share Code, you’ll need to
upload the required documents from the Home Office list of accepted
documents, whether you’re a British or Irish citizen or not.

© o o o *—e— 90

Righi B5 Wk

IRighE Ba ierk

Do o hawa 3 right t work lntha UKD *
Do yow hawn 3 right to work in Tha UKT *

=] wo |[]

P, i SEpeca o Wiigh 7
D o Wi & vealbd UK Pasispaet, i Passpaet of Wah Pacspart Card? - D8y A AR A S S Pammpart o

=
o

D it o i et iciiaderic i Pornuf] CBRPY thist sk sl olgole ind] i B R W8 e, o & UV Wihideh dind g o

D e s & Iicumsaitric Missictonic s Mhar vl (B Thist bk et Explod wilhien B Kisk 18 Santh, &0 3 LK Vi 30 Wrsnigration s ..
LT dwcount mhon alicws you 1o sbiain 2 SOV Share Code in crder b prowe your right b werk in the Ut

PURNI} Secenisslt B &lidvack yoous 86 blain & GOVUR Shine Cooe I tites b5 it your f8E b5 wark i th UET *

A yau 3 Briseh or Irich CRizen? *
.

Cheose your Right to Work Documents Choose your Right to Weork Documents

I

Ara s 3 etk on Ieich CRizen? *

I

ik A i Sl R B e I Ly b il s THEAE CON s fSAar rigfhm vk n i RN By paosk g cigmalciammman

Vald UK o0 Wih gassporr Roray, Goarmeay o bile of ban document Shauing

wnlimitod kave

1 dacummnt ragured

1 documert requred
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ID Verification

In this section, you will be required to verify your identity by completing one
of the available ID verification methods chosen by your organisation.

You will be given the option to proceed using either:

Digital ID

The fastest option for ID
verification is via Digital
ID. There are certain
requirements if
choosing this route
therefore, please read
the criteria before
proceeding.

Post Office Verification
If you would prefer to
complete your ID
verification at the Post
Office, you can select this
option. Please note, this
route will require that you
visit a participating post
office branch in person.

Face-to-Face Verification
You have the option to
have your identity verified
by your organisation. If
choosing this option, your
employer will be in touch
to confirm how to
proceed.

Tasks Personal Info

Verify Your Identity

methods below to continue.

Additional Info ID Verification

Before your DBES application can be submitted, we need to verify your identity. Choose one of the available verification

Digital ID

Fastest option

* Requires a valid passport

» Complete using your
smartphone

+ Takes a few minutes

« Certified by the UK
Government

Required Payment £59.40

Post Office Verification
In-person verification
Visit a participating branch
Bring your original documents

.
.
* Usually completed same day
* Nosmartphone required

Required Payment £65.45

Face-to-Face Verification

ferified by your organisation

= Your documents will be
checked in person

* Your application will not be
submitted until your
organisation has seen and
verified your documents

Required Payment £53.45

[ Continue

Required Payment

Under each option is the total amount you will be required to pay depending on the ID verification route
you decide. A breakdown of the cost will be provided once you select your chosen verification route.

cbscreening.co.uk | 01443 799 900 | info@cbscreening.co.uk
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ID Verification - Digital ID

.
Centinue with Digital ID

You will be required to download the

Yoti App on your smartphone to L YO
proceed. For details on how to - Yoti ID -
register to Yoti, please click here: O etore oo beoin s process you st donoed the o 10 appication ento

Yoti Registration Guide

® Google Play

You will eed a valid, in-date passport to use this senice. Once you
have installed the app. tap I'm Ready below.,

Once the app has been downloaded - |
and you have registered successfully,
click ‘Pm ready’ to continue.

i 1D Virificatsan

You will then be directed to the
payment page, where you will see a |

Payment Required

Tar combiend with your application a paymont is required for tha folknwing items.

breakdown of the items your

organisation has requested you pay
for, along with the total cost. You can &
pay using a card or Apple Pay. Qi e o

o Diggital 1D Varilication

DBS Certificate Fee

£.59.f:l.0
Once your payment has been
completed, select 'Continue with a

p
101 L H H Scan witha
Digital ID' if you are using a mobile oighaibap: | Digital ID Verification

device. If you are using a computer,

open the Yoti app on your phone and
scan the QR code displayed on the ;
screen. —

Follow the instructions below to start the
Digital ID Verification process. Once
completed, return to this page to continue
your application.

\é/ ontinue with a Digita
For details on how to complete the Yoti [ (o] cone . ]

Digital Identity process, please click here: v @
Yoti Digital ID Guide
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ID Verification - In Branch

If you choose to complete your identity verification at a Post Office, you will
need to select your preferred branch and confirm which identity documents

you will take with you.

Payment Required

Here you will see a breakdown of total
cost of items your organisation has
requested you to pay for. The post
office verification fee is to be paid in
branch at the time of verification.

Select Your Post Office Branch

Use the drop-down list to select the
Post Office branch that you wish to
attend for your in-person verification.

Select Your Identity Documents
You will then need to select 3 identity
documents from the drop-down list
provided.

These are the documents you will need
to take with you to your Post Office
appointment.

Generate Your Post Office Letter
Once you have selected your branch
and the documents, click ‘Generate
Post Office letter’.

Tasks Personal bl Additional infg

al info 10 Verification

Payment Required

T continue with your application a payment is required for the follcwing items.
Ll In Branch Vesification

@ DBS Certificate Fee

= The statutory fes changed by the Disclosure and Baring S

[ Adminisition & processing
£53.45 £12.00

. P A " 4 D Vewification

In Branch ID Verification

o Branch 10 Venfcabon o subgect B0 5 £12.00 payment whach wall be requered at the Post Office. Follow the nstrurtons. bo

OOk an appomtrent B visst your loGal branch and supply the: relevant documents

Choorie the Poit Offee Brandh ard the dodumsnts you will be providng ©

Select from & branches found near postcode CF4S OAB.

Abpedanw Post Office
uququrrd&ll'qgloiﬁ«
Ton Pertre Post Office
foﬂtm-adm:on-:e )
Winrad Mynach Post Office

Tredegar Post Office

United Kingdom

7 [

(53] Comancil Tax Bill

& ?ff-‘f‘il_"?“f_"f"m‘ United Kingdom

Wew Rave now seleched enough docurments. Befiore cortinuing confirm that all of the following siatements ane brae

« The documents show your name exactiy 25 provided in this application Forename Surname

o Confim your of Birth DD/MM/YYYY

& Confirm your current sddeess a8 provided in this sppdeation: House Number, Street Name, Town, County, Post Code
A e WAt maatch S S

o Yo i Dring s SO DODUMENTE 80 Post Office Name, Steet Name, Town, County
Post Code ithir tha riext 14 days.

i 2y of the above stabernents ane nok tnoe, nebum and select different documents. Fadlune to meet these nequinements may
FRSUt i you 1D Verifcation Being rejechid & the Post Office,

ﬂ Generate ot Offioe Letter

‘ cbscreening.co.uk | 01443 799 900 | info@cbscreening.co.uk



http://cbscreening.co.uk/

ID Verification - Post Office Letter

You will be able to download a PDF version of the Post Office Letter and you will

also receive a copy of the letter via email.

1D Vercation

‘What to do next

In-branch verification .
Vs €0 (ORI EOMPUALInG yons Mppistation. horwtroer o wil met
b absbe A0 Wbt 1t untl you P vissbed the Post Ofece and your
whentity hat Rewn vendend
- fetrng ther peat ¢ o e
et oocH the Post Offce »
bischia

Your in-branch verification letter

Post Office ID Verification
P Agphcant Name,
WO o DR D) v 00N (1Y) SDEOSTtITENE Nas MOw Deen 2ot up. Fheate Pred st fed

yenr better whue b o el moed b Brrmg meb o alomgue e doc et sbon bitod wihen
e better

e itner sbiets ae. vour
Dence

U0 005 10 W3t e POt PR NG 0N yOUS ML wathen 18 darys o hooay Fastune
7000 1 W U you W et 10 181 T EAOC 40 g

Vo G0N NG WL YU APEAGEtON Dertore (f aMer your N Branch vt but you Cannot
BUBTHE el 1V Pl gt et

You must then take the letter and identity documents listed on your letter with you

to your appointment.

It is recommended that you continue completing the rest of your application
whilst awaiting your Post Office Verification Results by clicking ‘Save & Continue’.

Post Office Verification Completion
You will be notified by email once
your ID Verification with the Post
Office is complete. Once this has
been confirmed, you can log back
into your application form to submit
your application.

C

OCBS

Post Office in-person identity verification
complete

H Appikcant Name

We've recenved & Statud updale Fom your visd 10 e Post Ofce branch and ane How

cbscreening.co.uk | 01443 799 900 | info@cbscreening.co.uk
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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. Thereis 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 characters entered
are exactly as they appear on your
driving licence.

A pop-up message will appear to
help you check that your driving
licence number has been entered
correctly.

10 Documentation

Do yons hanve 2 U Natsonal iviur ance Number

Do you have 2 Vald Passport?

10! Crox wememta toon

Vousr Natscnul v ance Number

Coumtry of s

Expiry date

Panaport Mationalty

Comtry of nue

Orvrng Licence Type

Driving Licence Auto Fill

We have pre-filled most of your driving licence number

cbscreening.co.uk | 01443 799 900 | info@cbscreening.co.uk
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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 ‘No’ as appropriate.
Any relevant criminal history must be declared accurately within this section.

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

bkt Personal Ind Addtianal inf Veriication "

rentat Declarations

Read the following statements carefully.

Providing false or misleading information may result in your application being rejected. For more information on DBS filtering
rules, see DBS filtenng gusdance

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

o |

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

=

| consent to the DBS providing an electronic result directly to the registered body that has submitted my application. |
understand that an electronic result containg 3 message that indicates either the certificate is blank or to await certificate which
will indicate that my certificate containg information. In some cases the registered body may provide this information directly to
my employer priof to me receiving my certificate. *

(=]

| undérstand 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 D85 helpline 03000 200 190 &.
My application will then be withdrawn.

u‘

cbscreening.co.uk | 01443 799 900 | info@cbscreening.co.uk
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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 o

information it is expecting to see. it

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

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

B e

Frigeet Nt

Fragert Lapemn

Pongert Comemary

Fovagirt Nanimasty
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Post Submission

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

CBS

OCBS

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

cbscreening.co.uk | 01443 799 900 | info@cbscreening.co.uk
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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:
o Your DBS certificate details
¢ 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, you have 30 calendar
days from the date your certificate is
issued to sign up for the Update
Service.

) cbscreening.co.uk | 01443 799 900 | info@cbscreening.co.uk
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Head Office:

Complete Background S
The Screening House,
Cwm Cynon Business Pa

London Office:
5 St John’s Lane, London

T:01443 799 900
E: info@chscreening.co

Company Registration
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