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Routing Questions & Logging onto the System

Important: An online basic DBS check can be completed by accessing the internet from any device that has this facility. This
includes a smart phone, tablet, laptop or PC. It is supported on the latest versions of all modern browsers; however, we do
not recommend access via Internet Explorer as this browser is unsupported both by our technology and soon by Microsoft

also. If you do not own your own computer, you can go to any internet café or local library. Please be aware that you must

complete your application form in full as part completed applications form cannot be saved.

Option 1 - via a direct link within an email invitation

If you have received an email invitation containing a direct link to completing your application, simply click the link contained
in your email.

Option 2 — accessing our system through your browser

Please enter the following address in the web browser: Go to our website www.dbsdirect.co.uk and click on “Log in” from the
top menu —scroll down and select the BLUE Box “Create a BASIC Application — Basic DBS or Basic Scotland”.

Logging onto the System

Please note at this stage of the process your login details are case sensitive.

1. Enter the Organisation Reference that has been supplied to you by the company that you will be/are working for.
2. Enter the Organisation Code that has been supplied to you by the company that you will be/are working for.

Please enter your Organisation Reference and Organisation Code to start a new application

Start New Application

Organisation Reference (*): | |

COrganisation Code: | |

Once you have completed this section click ‘Enter’.
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To ensure you complete the correct application form you will be asked some routing questions.

Basic DBS:

If you live/previously lived or work in England and Wales

you will require a Basic DBS check and will be directed to a
Basic DBS online application form, based on your Routing
answers (see screenshots below):

1. Working in England/Wales (Basic DBS):

Basic Application Route

Basic disclosure appications are processed by either the Disclosure & Barring Service (D8S) or Disclosure
and where you e/ work

1tis
sepa

tion i¢ processed by ct government agen
e diferent rehabiltaton penads i Scotland comparsd o Enpland/Wole o

Fo 5 the correct agency will result i your sppication being processed wit

comeet ek of Offendare A maes ayp

In order to ensure that your basic application is submitted ta the correct govemment agency, plesse
complete the questions below 5o that we can ensure your spplicabon 1 processed correctly.

1. (*) Is this basic disclosure application for employment in the UK?

Ho
2. (*) Which country are you/will you be working in?
i Engiand / Wales

Scotiand

Basic Scotland:

If you live/have lived or work in Scotland you will require a
Basic Scotland check and will be directed to a Basic Scotland
online application form (see screenshots below):

1. Working in Scotland (Basic Scotland):

Basic Application Route

Basic scosure applcations are processed b ether the Disclosure & Baring Service (08S) or Discosure
Scotiand depending on wher

It is vital that your spplication is 4 by the corect goverment agency a5 they work within
scporate logal ystem ond hove difcrent Fehobitaton periods I« $<otiend coumpercy o England/Welcs
Filrs b send your applicabion o the corect agency wil result Yo ovstidon Lty pracesed wh
incorrect Rehabiitation of Offenders Act rules apie:

In to ensure that your basic appbeation is submitted to the correct government agency, please
Comples the auestions balow 8o thek wa Can enture your BeRCAOR i Eroceteed corracty

L (') 1s this basic disclosure application for employment in the UK?

& wnlch (onnlrv are you/will you be working in?

2. Living in England/Wales (Basic DBS):

Basic Application Route

ic disclosure sppications are processed by ether the Disclosure & Barmng Service (DBS) or Disclosure
St emanding oo ey o0 Bearor

Itis r application is processed by the correct govermment agency as they work within two
Separatsfoge! pystems o0 have Sierens rehabiltaion puronk in Scikand comoured to EnglendWaes.
Faiure to send your application to the correct agency will result in your application being processed with
correct Rehablitation of Ofenders Actruies appbe

In order to ensure that your basic apphcation is submatted to the correct govemment agency, piease
complete the questions below 5o that we can ensure your 8ppication 15 processed correctly.

1. (*) 1s this basic disclosure application for employment in the UK?

® o
2. (*) Do you currently reside in the UK?
® ves

o
3. (*) Which country do you reside in?
# england / Wales

Scatiand

2. Living in Scotland (Basic Scotland):

Basic Application Route

Basic disclosure appiications are processed by ether the Disclosure & Barming Service (DBS) o Disclosure
Scotiand depending on where you live/work

vita that your sslicaton is processed by the correc govarmimant agency 36 they work witin twa
terert renabIkaon penods m Seotend compared to Ehgland Wiaes
aton to the correct agency will resuk in your application being processed with
incorrect Rahabiitaton of Offenders Ack uies appied

I onder o ensure that your basic sppfcation s submittnd £ the corect govemment agercy, lease
completn the questions below 55 Hat we can ensure your appkceion i Processed o

1. (*) Ts this basic disclosure application for employment in the UK?
Yes

® No
2. (*) Do you currently reside in the UK?
® ves

No
3. (*) Which country do you reside in?
C England / Wales

@ scotiand

3. Currently Living Overseas but Previously lived in
England/Wales (Basic Scotland):

Basic Application Route

Basic dacosure appicatins are processed by etherthe Disclosure & Barmng Servie (035) or Discosure
Scotiand depending on where you bve/wor

1t that your spphcal the correct government sgency a8 they work within two
Supiata logh! syseieg and have Aot rehabMtation oo iand compared to Eng! jes.
Failure to send your application to the correet agency wil Fesul i your spplicaton being processed with
Incorrect Rehabiitation of Offenders Act rjes appied,

In order to ensure that your basic application is submitt
complete the questions below 5o that we can ensure your &

[case note - if this basi application Is not for employment in the UK and you
iave never resided in the UK, Plakse contact the parson asking you o requast this

1. {*) Is this basic disclo: lication for
Yes

rrect qovermment agency, lesse
i 15 processed correcty.

in the UK?

®no
2. (*) Do you currently reside in the UK?
Yes
o
3. (*) Which country were you previously residing in?
% england / wales
Scotiand

3. Currently Living Overseas but Previously lived in Scotland
(Basic Scotland):

Basic Application Route

Basic disclosure appications are processed by ether the Disclosure 8 Barring Service (DBS) or Disclosure
Scotiand depending on where you kve/work.

It s vita that your appication is processed by the corect govemmant agency 35 they work witin two
separate legal syster diferent rehabilkation periods in Scotiand compared to England/Wales.
ol dpcmmpenteiehinig bbbt oo e
ncorrect Rehabitation of Ofienders Act ruies 305166

In order to ensure that your basi sppication is submitted to the correct govemment agency, piease
complete the questions below 5o that we can ensure your sppicabon is processed correctly,

lease note - losure application is not Tor employment in the UK and you
Ve B ko o NG Sl edeset T e SoRR T o r et T
isclosure.

1. (*) Is this basic disclosure application for employment in the UK?

o
2.(*) Do you currently reside in the UK?
Yes

® o

3. (*) Which country were you previously residing in?
England / Wales

! scotand
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Statement of Fair Processing

You will now be taken to the ‘Statement of Fair Processing’ outlining the terms and conditions. Please read the statement and
tick the box to confirm this has been read and agreed to.

Once you have ticked the consent box please click ‘Next’

® The application form is a simple step-by-step process. Please complete all fields.
® Mandatory fields are denoted by (*)

This is online application form important and legally binding. Please ensure you take the time to thoroughly check the
details you have entered are accurate and complete before ticking this box.

Mistakes on the application form will cause delays in processing.

Basic DBS Section 1 — About You

Please enter your personal details.

If you have any middle name(s) ensure that you enter these details, particularly those that appear on your identity documents,
e.g. passport, driving licence, birth certificate, etc. Any missing information from this or any other section can severely delay
the processing of your application.

DBS Profile Number — this is not a mandatory field, you can leave this blank

The= application form is a simgle 5 step process, pleass complsts all fislds provided. -
Information
Mandatory fi=lds are denoted by (=)

Middle Names
Please supply =il middls names,

Personal Details especially those that sppear on your
identity documents, = g. passport,

g lic=rce birth certificate, stc.

Gender [*): |- =it --
Failurs to comphy will result in d=lays
TR Minimum age for DBS checks

Somecne who is aged undsr 16 =t the
time of applicstion is not allowsed to
apply for = DBS check

Forename (=):

Do you have any middle [T ——

names? {*):

Surnames (*):

@_

Dat= of birth (=)=

Do you hold a2 valid passport? {*} D Mo O Yes
Do you hold = valid UK driving licenoe? (=] 2 e O ves
Do you Rold = valid Mationsl Inzurence NumBber? O Mo ) Yes
=3

DES Profile No:

H

Contact Details

To =pesd up the resclution of sny queries with your spplication pleass provide =
tmlephone number w= can ws= to contact you

Contact No: | |
Mobile No: [ ]

Allow SMS Alerts -
Security Watchdog:

g

@ Ir you heave provided = UK mobile number we mey b=xt you about your spplicstion.
If you do Mot wank to recefve texts untick the "Allow SMS Alert - Security Watchdog® box

Allow SMS slects - DES: [

@@ If you have provided a UK mobile number the DBS may text you about your application.
If you do not wank to receive texts untick the "Allow SMS Alerts - DBS® box.

You must supply an =mail address to be able to submit your spplication. This will sliow an
automated =mail to be s=nt confirming your application has be=n submitted. The
Disclosure & Barring Service may also use it to contact you.

Email Addres= (%} ]

Cnexte

Once you have completed this section click ‘Next’.
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Basic DBS Section 2 — Address History

Please enter your current address. If you have not lived at this property for more than five years, you will be taken to another
screen. Here you will be required to add any additional addresses to ensure your address history goes back the required five
years. Please note if you do not provide a minimum of five years address history, you will not be able to proceed to the next
stage of the application process.

Address Dates

There cannot be any gaps in your address history, however, overlaps are allowed. Please ensure that the month and year of
each address follows that of the previous address where relevant. Students who switch between their permanent residence
and education establishments can enter their permanent residence as their main address and enter education addresses that
overlap the main address. Once an address has been entered, you can edit any information by clicking on the ‘Edit’ button.

Postcode

Please ensure that all UK addresses have a full postcode; if you cannot remember your postcode please use the Royal Mail UK
Postcode Finder link provided within the address information box.

No Fixed Abode UK

If you were of no fixed abode within the UK please enter the nearest hostel address to the location you were based.

Foreign Addresses/Travelling Overseas

If you have travelled overseas and cannot supply the address for a foreign country then please enter ‘OVERSEAS’ for Address
Line 1. Please then enter the Town/City and Country of where you were residing within this period.

2) Address History
Please enter your current address .
Information

Current Address Address Dates
There cannot be any gaps in your
address history; however overlaps are
Address Line 1 (*): || | permitted. If you are a student and
switch between your permanent home
Address Line 2: [ | residence and term-time educational
residence, first enter your permanent
Town (%): l:l home residence dates to cover your
: entire educational period. Educational
establishment residences can then be
County l:l entered with the dates that you were
purely residing at these addresses
Country (*): - . during term times. If you have two
wE |- Please select Current sddresess, pleace ensure the
address where you wish to receive
Date From (*) l:[:g your DBS certificate is stated as your
current address. Your second current
address can then be entered as a
previous address but with overlapping
dates. Click 'Next' to add more
Crexts A

Postcode

Please ensure you fully enter your
postcode, partial postcodes will cause
your form to be rejected by the DBS.
If you can't remember your postcode
use the Royal Mail UK Postcode
Finder.

Once you have completed this section click ‘Next’.
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Basic DBS Section 3 — Additional Info

Please complete the following additional information N
Information

Place of Birth Change of name(s)
If you hawve changed your name at

any time during your lifetime, you will

Town (*): || | need to provide evidence of this to the
perzon whe verifies your identification
Country (*): - _ (e.g. by presenting a change of name
v (%) |- Please select deed and/or marriage certificate).
Nationality at birth (*): -- Please selact - Plezzz ansure that whare names
change they run in date order and
Current nationality [*): - Dleace selact — with no gaps.
Other names
If you have usad any other names at
any time during your lifetime please
Receive Paper Certificate provide them.
Aliasas
- N Flezsa supply detzils of any alias
cEifna e 3 names you may have used incleding

a paper certificate as well
as an electronic
certificate? (*):

dates from and ta, e.g. William known
as Bill etc within the Other Names
section. Failure to do so could cause
your application to be delayed or
rejected by the DBS.

Certificate Access

Do you wish to provide _
provide [ solec ]

consent to the |

contact of your
Responsible Organisation
to view your online DBS
certificate when it has
been issued? (¥):

Do you vish i3 provide

consent for a 3rd party to
wiew your online DBS
certificate when it has
been issued? (¥):

Other Names

Hawe you been known by any other name? (*)

Plezse provide details of any other names used at any time during your lifetime and the dates
during which the names were used. Plezse enter =ach forename and surname separately using
the "Add Name' button below.

Forename | Surname | From | To | |

No records have besn created

Place of Birth

Please enter details of your place of birth.
Nationality / Current Nationality
Please enter your Nationality at birth and your current Nationality, even if this hasn’t changed since birth.

Changed Surname

If you have changed your surname please provide your birth surname and the year you changed it. Please ensure that where
names change they run in date order and with no gaps.

Receive Paper Certificate

We recommend you answer “Yes” to this question.

Basic Applicant Guide August 2021 www.dbsdirect.co.uk
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By selecting Yes you will be sent a hard-copy Basic DBS certificate in the post. This is the only time you will be provided with

the option of a paper Basic DBS certificate. The DBS will not provide you with the opportunity to request a paper certificate
again.

In addition to this, you will automatically have access to an electronic Basic DBS certificate. To access this you will need to
create an online account with the DBS. For further information on creating an online DBS account please contact the DBS
directly on 03000 200 190. Note: you will have access to your electronic Basic DBS certificate regardless of whether you request
a paper certificate or not.

Certificate Access

You can grant the Registered Organisation (Mayflower Disclosure Services) processing your application, or a 3™ party (e.g. your
employer), access to your electronic certificate upon completion of check automatically within the application. Please note, if
you are granting a 3™ party access to your certificate, the email address you supply that can access your certificate must have
a registered DBS portal account. Please contact the DBS directly for further advice regarding this on 03000 200 190.

Other Names

Please provide details of any other names used at any time during your lifetime and the dates during which the names were
used. Please enter each previous name (forename, middle name(s) and surname) using the 'Add Name' button below. If you
have used any aliases, e.g. William known as Bill, please also supply these details.

Failure to supply any additional information may cause your application to be delayed.

Once you have completed this section click ‘Next’.
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Basic DBS Section 4 — Employment Details

Purpose of Check

You are required to enter from the drop-down list provided, what the purpose of this basic check is (Employment, Personal
Interest or Other.) If the purpose of the check is employment, further questions will be required. If ‘Other’ is stated, you will
be required to enter what the purpose is.

Position Applied For

Please insert the correct job role as supplied to you by your current/new employer. If you are a volunteer do not enter just
volunteer, please enter in which capacity your job role is, e.g. Coach.

Failure to enter the correct job role may cause your application to be delayed.

Name of Employment Sector

Please select from the drop-down list provided, the most appropriate employment sector that your application relates to.

Employer Name

This has been defaulted to the organisation you are applying through and should not be amended.

Please complete the fields below »
Information

Employment Details Purpese Of Check
Please insert the correct purpose of
DBS check. Possible Values : Current

Purpose of check (*): Personal Interest / Employment /

Other.

Position Applied For: | ‘ Position Applied For

If Purpose Of Check value is

Name of Employment - select -- Employment then please insert the
Sector: correct job role as supplied to you by
Employer Mame (*): CHEQS ORGANISATION your current/new employer.

Mo abbreviations or acronyms are
permissible, e.g. Mursery Asst should
read Nursery Assistant or SMSA

m should read School Meals Supervisory
Assistant.

If volunteer do not enter just
wolunteer, please enter in which
capacity your job role is e.g. Coach.

Name of Employment Sector

If Purpose Of Check value is
Employment then this field is
mandatory.Please select proper field
from given list

Other details

If Purpose Of Check value is Other
then this field is mandatory.Please
enter right details

Employer Name

This has been defaulted to the
organisation you are applying through
but can be amended if required.

Once you have completed this section click ‘Next’.
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Basic DBS Section 5 — Confirmation and Consent

Now please read through your application to ensure that there are no omissions/errors before you submit your application. If
you wish to edit a section of your application click on ‘edit’ next to the section of the form that requires changes.

At the end of the application please make sure that you complete the Applicant Consent section.

This is important and legally binding. Please ensure you take the time to thoroughly check the details you have entered are
accurate and complete before ticking this box.

Application Confir von and G 1t
To complcic tha spplicobon, pleasc revicw s delzih enicred, tick The conacnt bex ot the batiem of thi
pege ond dick the Compl=tc buifon.
Fersonal Detalls
THiz: m= =
Porenoee: TEST
Middle Mom=a:
Surnome: AFPLICATION
Dielc of Birth: LD IEE
Concr: MALE
el Paamzorl: Nz
“alid Criving Licenee= Nz
waled Wi Fumber: Y=
Meficmal trauranss Mo mizzaEma
(frz= szzlizanil:
Contact Detalls
Cenlzct Ma: =
Mchilc Ma:
Emoil ASSrcax: L=aluazrPlzal.z=m
DES Prafilc: Ma:
Address History
=<4
123 TEST STREET
LORSON 01 lan
=L 1AA zooo Freaznt
UNITED KINSSOM
Place of Birth
Towen: LIwERPocL =
Cuntey: URITED KINGDOM
Employment Detalls
Purpoac of OES chodk: Emplayment =
Praflize Applizd For: TEACHER,
Mo of PRIMASY ECUCATION
EmpleymenlEaciar:
Employer Mame: CHEQS CRCAMIZATION
Applicant Consent
By sompleling thix form T canfirm thet I Rove prewided complels and Cruc infarmetien in susparl
of thiz epplicelion and undcratond that knowingly making a falac atstcmont for thia purpoes o
criminal offoncc.
T com confiermn thel I hove resd and e DBES of foir p Privesy
Ezlicy for sooicaniy ons coneend 0= the or =n
mofificelion onos the seplicslian hea bosn proc=sacd mhich alzi=s ciher the "Coreifosts cominira
mo smformation” or 'Aeosc moX by vicw oppficont cortficans’.
Slzeas Dok Cua Bex o mdizels yoor czesent: ]
=

Now click ‘Complete’.
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Basic DBS Section 6 - Complete Application

You have now completed your application form and you will be given a submission reference number. Please make a note of
this number for reference purposes. You will receive a confirmation email containing these details to the email address
supplied on the application form. If you don’t appear to receive this please check your Spam/Junk Mail.

EBuLK DISCLOSURES
Approved E-Bulk Software Solution

»
Application Complete

Tdentity Documents
For suitable forms of identification,
please read document DBS list of
bl i

@ Your reference number is 819APPL124

Make a note of this reference and arrange to visit your employer or Registered Organisation to
have your identification verified, you will need to bring evidence of your identity from the list
shown on the right.

1D Document Rules

You will now be required to have your identity verified by the organisation requesting this
i on you in e DBS ID guidelines. If your identity cannot be verified
via the documents you hold (for example, valid Passport, UK Driving Licence, Birth Certificate, UK
Residence permit) your application will not be able to be processed. For a full list of acceptable
forms of identification please read the document DBS Basic Checks - List of acceptable
identification. Further guidance about the DBS Application process can be accessed at
i and-barring-service

Your application form will be processed by your employer once they have verified your identity. Please see below for guidance
on identity verification.

Basic DBS Section 7 — ID Verification

Next step - identity verification

In line with the DBS code of practice, all applicants requiring a DBS check must have their identity verified.

How do | have my identity verified?

Please provide original identification to your Employer / the Organization you are working for / volunteering with (usually
Recruitment or HR Manager) and provide identification as listed in the acceptable ID table (see table below). Your application
form will be processed by your Employer / the Organization you are working for / volunteering with once they have verified
your identity, and then sent to the DBS.

Tracking the progress of your application with the DBS

Once your application has been received at the DBS and is assigned a DBS Application Reference number you will receive a
second email detailing this information. This email will include details and links to the DBS website to enable you to track the
progress of your application from the moment the disclosure process commences.

CONTACT DETAILS

Please contact your Employer / the Organization you are working for / volunteering with if you have any queries in regards to
the DBS application process.

Basic Applicant Guide August 2021 www.dbsdirect.co.uk
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DBS Basic Checks - List of Acceptable Identification

Route 1 — For all applicants Route 1a - For paid non-UK Route 2 - For all applicants

except paid non-UK nationals nationals only except paid non-UK nationals
(2 documents to be seen) (2 documents to be seen) (3 documents to be seen)

1 document from Group 1. 1 document from Group 1a.
1 further document from Group 1, 2a or 1 further document from Group 1, 2a or 2 further documents from Group 2a or 2b.

2b 2b
Combination of documents must confirm

Combination of documents must confirm Combination of documents must confirm name, DOB & current address.

name, DOB & current address. name, DOB & current address. ) )
¢ ¢ If unable to satisfy Route 2, basic

If unable to satisfy Route 1, proceed If unable to satisfy Route 1a, basic check cannot be submitted.
to Route 2. check cannot be submitted.

Group 1
Primary Identity Documents

®  Current valid Passport

®  Biometric Residence Permit (UK)
®  Current Driving Licence — photo card (UK / Isle of Man / Channel Islands) (Full or Provisional)

®  Birth Certificate (UK / Isle of Man / Channel Islands) (Issued within 12 months of birth)
Full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions & HM
Forces. (Photocopies are not acceptable)

®  Adoption Certificate (UK / Channel Islands)

Group la
Primary Identity Documents for non-UK nationals

®  Acurrent passport or passport card showing that the holder is a national of the Republic of Ireland.

®  Acurrent document issued by the Home Office to a family member of an EEA or Swiss citizen, and which indicates that the holder is permitted
to stay in the United Kingdom indefinitely.

®  Acurrent Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the holder indicating that the person
named is allowed to stay indefinitely in the UK or has no time limit on their stay in the UK.

®  Online evidence of immigration status. Either via the View and Prove service or using the BRP or BRC online service. Issued by the Home Office
to the employer or prospective employer, which indicates that the named person may stay in the UK and is permitted to do the work in
question. Must be valid. Note: this includes the EUSS digital status confirmation.

®  Acurrent passport endorsed to show that the holder is exempt from immigration control, is allowed to stay indefinitely in the UK, has the
right of abode in the UK, or has no time limit on their stay in the UK.

® A current Immigration Status Document issued by the Home Office to the holder with an endorsement indicating that the named person is
allowed to stay indefinitely in the UK or has no time limit on their stay in the UK, together with an official document giving the person’s
permanent National Insurance number and their name issued by a government agency or a previous employer.

®  Acurrent passport endorsed to show that the holder is allowed to stay in the UK and is currently allowed to do the type of work in question.

® A current Biometric Immigration Document (Biometric Residence Permit) issued by the Home Office to the holder which indicates that the
named person can currently stay in the UK and is allowed to do the work in question.

®  Acurrent document issued by the Home Office to a family member of an EEA or Swiss citizen, and which indicates that the holder is permitted
to stay in the United Kingdom for a time limited period and to do the type of work in question.

®  Afrontier worker permit issued under regulation 8 of the Citizens’ Rights (Frontier Workers) (EU Exit) Regulations 2020.

® A current Immigration Status Document containing a photograph issued by the Home Office to the holder with a valid endorsement indicating
that the named person may stay in the UK, and is allowed to do the type of work in question, together with an official document giving the
person’s permanent National Insurance number and their name issued by a government agency or a previous employer.

®  Adocumentissued by the Home Office showing that the holder has made an application for leave to enter or remain under Appendix EU to
the immigration rules on or before 30 June 2021 together with a Positive Verification Notice from the Home Office Employer Checking Service.

®  An Application Registration Card issued by the Home Office stating that the holder is permitted to take the employment in question, together
with a Positive Verification Notice from the Home Office Employer Checking Service.

Basic Applicant Guide August 2021 www.dbsdirect.co.uk
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A Positive Verification Notice issued by the Home Office Employer Checking Service to the employer or prospective employer, which indicates
that the named person may stay in the UK and is permitted to do the work in question.

Group 2a
Trusted Government Documents

Current Driving Licence — photo card only (All Countries except Group 1) (Full or Provisional)
Current Driving Licence — paper version (UK / Isle of Man / Channel Islands) (Full or Provisional)
Birth Certificate (UK / Isle of Man / Channel Islands) (Issued after the time of birth)

Marriage / Civil Partnership Certificate (UK / Channel Islands)

HM Forces ID Card (UK)

Fire Arms Licence (UK / Isle of Man / Channel Islands)

Immigration document, work permit or VISA (Issued outside of UK) (Valid only for roles whereby applicant is living and
working outside of UK.)

Group 2b
_Financial & Social History bocuents |

Mortgage Statement (UK) **

Bank/Building Society Statement (UK / Channel Islands) *
Monzo statements or statements printed from the internet are not acceptable

Bank/Building Society Account Opening Confirmation Letter (UK) *
Credit Card Statement (UK) *

Financial Statement e.g. pension, endowment, ISA (UK) **
P45/P60 Statement (UK / Channel Islands) **

Council Tax Statement (UK / Channel Islands) **

Utility Bill (UK) - Not Mobile Phone *

Benefit Statement (UK) e.g. Child Allowance, Pension *

Document from Central/ Local Government/ Government Agency/ Local Authority (UK / Channel Islands) *
e.g. DWP, Employment Service, HMRC, Job Centre, Social Security

EEA National ID Card — must be valid

Cards carrying the PASS accreditation logo (UK / Isle of Man / Channel Islands) — must be valid
Irish Passport Card — must be valid (Cannot be used with an Irish Passport)

Letter from Head Teacher or College Principal (16-19 year olds in full time education in the UK)

Non-UK Bank/Building Society Statement *
Branch must be located in the country in which the applicant lives and works

Letter of Sponsorship from future employer
Non-UK only — valid only for applicants residing outside UK at time of application

Please note if a document in the List of Valid Identity Documents is:

®  Denoted with * - issued in the last 3 months
®  Denoted with ** - issued in the last 12 months
Basic Applicant Guide August 2021 www.dbsdirect.co.uk
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Basic Scotland Section 1 — About you

Please enter your personal details. If you have any middle name(s) ensure that you enter these details within the ‘Forename’
field, particularly those that appear on your identity documents, e.g. passport, driving licence, birth certificate, etc. Any missing
information from this or any other section can severely delay the processing of your criminal record check.

If you are providing a contact telephone number, please DO NOT include any spaces between digits.

1) About You
The application form is a simple 4 step process, please complete all fields provided. i
Information
Mandatory fields are denoted by (*)

Middle Names
Enter any middle name(s) you may

Personal Details have in the Forenames field.
NI Number
Gender (*): T select If you have a UK National Insurance

Number, please supply the number
Title (*¥): - select Identification
If you have been issued with either a
Passport Number, Driving Licence No
or an electricity supplier number you
have the cption to supply details of
Surname (*): | | one piece of documentation.

Forenames (*): | |

Passport Country of Issue

Date of birth (*): -DD-. -MM-- YYYY- If you have a Passport, you must also

indicate the country where the

NI Number: l:l passport was issued.

Driving Licence Country of Issue
B e el 2 veld passpers O ®o> @ st ncicate the couniry where the
driving licence was issued.

Do you hold a valid driving licence? (*) O no O ves National ID Card
If you have a National 1D Card,
please indicate the country where the
Do you hald a National ID Card? (%) O no O ves National ID Card was issued.

National Entitlement Card

National Entitlement Card l:l If you have a National Entitlement
Number:

Card, please supply the card number

If you are a member of the PVG
Scheme, please supply your PVG
Number: Scheme ID

Electricity Supplier Number

This is yeur electricity Meter Point
number.

Contact Details

To speed up the resolution of any queries with your application please provide a telephone
number and/or email address we can use to contact you.

Telephone No: ‘ ‘

Other Telephone No: ‘ ‘

you have provided a UK mabile number we may you about your application.
If hi ded a UK mobil b text bout licati
If you do not want to receive texts untick the 'Allow SMS Alert' box.

Allow SMS alerts:

If you hawve an email address please supply this to allow an automated email to be sent to
you to confirm your application has been submitted

Email Address: ‘ ‘

Chexts )

Once you have completed this section click ‘Next’.
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Basic Scotland Section 2 — Address History

Please enter your current address. If you have not lived at this property for more than five years, you will be taken to another
screen. Here you will be required to add any additional addresses to ensure your address history goes back the required five
years. Please note if you do not provide a minimum of five years address history, you will not be able to proceed to the next
stage of the application process.

Address Dates

There cannot be any gaps/overlaps in your address history. Please ensure that the month and year of each address follows that
of the previous address. Students who switch between their permanent residence and educational establishments must enter
each address with dates consecutively e.g. parents’ address Dec 2009 — Jan 2010, university address Jan 2010 — March 2010,
parents’ address March 2010 — April 2010 etc. Do not run addresses/dates simultaneously as your application form will be
rejected by Disclosure Scotland. Once an address has been entered, you can edit any information by clicking on the ‘Edit’
button.

Postcode

Please ensure that all UK addresses have a full postcode; if you cannot remember your postcode please use the Royal Mail UK
Postcode Finder link provided within the address information box.

No Fixed Abode UK

If you were of no fixed abode within the UK please enter the nearest hostel address to the location you were based.

Foreign Addresses/Travelling Overseas

If you have travelled overseas and cannot supply the address for a foreign country then please enter ‘OVERSEAS’ for Address
Line 1. Please then enter the Town/City and Country of where you were residing within this period.

EBuUuLK DISCLOSURES
Approved E-Bulk Software Solution

2) Address History
Please enter your current UK address. »
Information

Current Address Address Dates
There cannot be any gaps or overlaps
in your address history. Please ensure
| that the month and year from a
previous address are repeated as the
| same date at the start of your next
address. Students who switch between
their permanent residence and
educational establishment must enter

Address Line 1 (*):

Address Line 2:

each address with dates consecutively

\
\

Town (*): ‘ ‘
\

County ‘ e.0. parents address Dec 09-Jan 10,
University address Jan 10-March 10,
. parents address March 10-April 10
W rEEmmE (3 :l etc. Do not run addresses/dates
simultaneously as yvour form will be
Date from (*): rejected by Disclosure Scotland.
Postcode

Please ensure you fully enter your
postcode, partial postcodes will cause
your form to be rejected by

@ Disclosure Scotland. If you can't
remember your postcode use the
Royal Mail UK Postcode Finder.

Once you have completed this section click ‘Next’
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Basic Scotland Section 3 — Additional Info

Other Details

® Enter details for your town of birth.

® Enter your Country of Birth

®  Enter your Nationality at Birth

® Enter your Mother’s maiden (or family) name.

Known By Other Names

Please select ‘Yes’ or ‘No’ from the dropdown list.

Other names

Please provide details of any other names used at any time during your lifetime and the dates during which the names were
used. Please enter each forename, middle name(s) and surname separately using the 'Add Name' button below. If you have
used any aliases, e.g. William known as Bill, please also supply these details.

Failure to supply any additional information may cause your application to be delayed.

EBuLk DISCLOSURES
Approved E-Bulk Software Solution

3) Additional Info
Please complete the following additional information
nformation

Other Details Change of name(s)
Please ensure that where names

change they run in date order and

Town of birth (*): [ with no gaps.

Mother's maiden name

Country of birth (*): |,, Please select Please enter your mother's maiden
(or family) name.

Nationality at Birth (*): |“ Please select - Other names.
1f you have used any other namas at

Have you changed your nationality since birth (*): [~ Plcase selest - [=] any time during your fetime please
provide them. A maximum of 9 can be
entered.

Mother's maiden (or [ |

family) name (*): Aliases

Flease supply details of any alias
names you may have used including

Are you now, have you ever been, or were you at birth known by a different name?

dates from and to, e.g. William known
e Gy s — Please select --[¥] as Blll ete. Failure to do so could

cause your application to be delayed
Registration district of | | or rejected by Disclosure Scotland.
birth:

Previous disclosure | |
number:

Other Names

Please provide details of any other names used at any time during your lifetime and the dates
during which the names were used. Please enter each forename and surname separately using
the 'Add Name' button below.

Name From To

No records have been created

Chexts )

Once you have completed this section click ‘Next
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Basic Scotland Section 4 — Confirmation and consent

Now please read through your application to ensure that there are no omissions/errors before you submit your application. If
you wish to edit a section of your application click on ‘edit’ next to the section of the form that requires changes.

At the end of the application please make sure that you complete the Applicant Consent section.

This is important and legally binding. Please ensure you take the time to thoroughly check the details you have entered are
accurate and complete before ticking this box.

EBuULK DISCLOSURES
Approved E-Bulk Software Solution

4) Confirm

Application Confirmation and Consent

To complete this application, please review the details entered, tick the consent box at the bottom of this
page and dlick the Complete button.

Personal Details

Title: MR Edit
Forenames: TEST
Surname: TEST
Date of birth: 01/01/2001
Gender: MALE
NI Number: 1I111111C
Valid Passport: Mo
Valid Driving Licence: No
Electricity Supplier 123486746
Number:
Contact Details
Telephone No: 0124354 =
Email Address: test@test
Address History
Edit
Address From To
TEST
TEST
51468 Jan 2003 Present
UNITED KINGDOM
Other Details
Town of births TesT Edit
Country of birth: UNITED KINGDOM
Mother's maiden name:  TEST

Registration District of
irth:

Applicant Consent
Information you have supplied on this form and on the Disclosure record to which this relates
may be passed to other Government organisations and law enforcement agencies.

1 declare that, to the best of my knowledge and belicf, all of the information that I have given in
connection with this application is full and correct in every respect.

1 undertake to supply any additional infermatien that may be required by Disclosure Scotland to
verify the particulars given and also to inform Disclosure Scatland immediately of any alterations
in these particulars.

I give consent for this information to be passed to Capita Recruitment Vetting Service (CRVS) in
order to process my Disclosure.

I give my permission for Disclosure Scotland to send my Disclosure Certificate directly to CRVS
or the Recruiting Employer and understand that I will not receive a copy at my home address.

WARNING it is an offence if you knowingly make a false statement for the purpose of obtaining,
or enabling another persen to abtain, a Disclosure. The work of Disclosure Scotland includes
checking that all the information given is genuine.

By signing the declaration on this form, you are explicitly consenting for the data you provide to
be processed in the manner deseribed above.

Please tick this box to indicate your consent: |

J—

Now click ‘Complete’.
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Basic Scotland Section 5 — Application Complete

You have now completed your application form and you will be given a reference number. Please make a note of this number
for reference purposes. If you entered an email address onto your application form you will receive a confirmation email
containing these details.

EBuLK DISCLOSURES
Approved E-Bulk Software Solution

Application Complete

Identity Documents
For suitable forms of identification,
please read document Disclosure
Scotland list of acceptable
identification.

@ Your reference is 107TEST467

Make a note of this reference number and arrange for your identification to be verified by your
employer (your employer will advise you on the relevant process).

ID Document Rules
Hawve you got a document from Group 17

» ¥es - 3 documents must be seen, one document from Group 1 plus any 2 from Groups 1 or 2.
* No - 5 documents must be seen from Group 2.

Please note that one document must contain your current address and your date of
birth and it is preferred that one of these documents contains photographic
identification.

You can read more about the ID checking process on the Disclosure Scotland web site

@ Please close your browser when ready

Your application will be processed by your employer once they have verified your identity. Please see below for guidance on
identity verification.

Basic Scotland Section 6 — ID Verification

Next step - identity verification

In line with Disclosure Scotland’s code of practice, all applicants requiring a Disclosure Scotland check must have their identity
verified.

How do | have my identity verified?

Please provide original identification to your Employer / the Organization you are working for / volunteering with (usually
Recruitment or HR Manager) and provide identification as listed in the acceptable ID table (see table below). Your application
form will be processed by your Employer / the Organization you are working for / volunteering with once they have verified
your identity, and then sent to the DBS.

CONTACT DETAILS

Please contact your Employer / the Organization you are working for / volunteering with if you have any queries in regards to
the DBS application process.

Your application will be processed by your employer once they have verified your identity, and then sent to Disclosure Scotland.
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Basic Scotland List of Acceptable Identification

Can you produce any document
from Group 1?

3 documents 5 documents

to be seen to be seen

One document from Groun 1 blus

Document check complete

Basic Scotland Group 1
Primary Identity Documents
®  Current valid Passport (any nationality)

®  Current UK Driving Licence — photo card or paper (England/Wales/Northern Ireland/Isle of Man) (Full or Provisional)

®  Original UK Birth Certificate (Issued within 12 months of date of birth)
Full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions & HM Forces.

®  Adoption Certificate (UK)

®  Vvalid photo identity card (EU countries only)
® UK Firearms Licence

®  HM Forces ID card (UK)

Basic Scotland Group 2
leavas] whErnaver Issued within last 3 months Issued within last 12 months

®  Non-original UK Birth Certificate (Issued after ®  Personal correspondence or a ®  British work permit/visa
12 months of date of birth, full or short form) document from a Government °

b Bank or Building Society Document
®  Marriage / Civil Partnership Certificate epartment °

®  Mailord | Financial statement e.g. pension,
P45/P60 Statement ail order catalogue statement

endowment, ISA
®  Addressed payslip

Utility Bill (electricity, gas, water, telephone —
including mobile phone contract/bill) ®  |etter from a Head Teacher

Valid TV licence

Credit card statement

Store card statement

Mortgage statement

Valid insurance certificate
Certificate of British nationality
Asylum Registration Card

Valid vehicle registration document
Court summons

Valid NHS card

Court Claim Form

National insurance number card
Examination certificate (e.g. GCSE, NVQ)
Child benefit book
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