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Applicant Guidance Notes




An online DBS check can be completed by accessing the internet from any PC/Laptop/Smart Phone that has this facility.  If you do not own your own computer or hand-held device 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.

[bookmark: _Toc392075830][bookmark: _Toc392076142][bookmark: _Toc392078085]Logging onto the System




Please click on the following link to access the system: 
Experian DBS
If you are not taken directly to the ‘Start New Application’ page, please click on ‘Start Application’ in the orange box entitled ‘STANDARD/ENHANCED DBS APPLICATION’ to enter the system and start your application.
Please note at this stage of the process your login details are case sensitive.
Enter the Organisation Reference that has been supplied to you by the company that you will be/are working for
Organisation Reference =  THAMES

Enter the Organisation Code that has been supplied to you by the company that you will be/are working for.
Organisation Code = TV2019

[image: ]

Once you have completed this section click ‘Enter’.





[bookmark: _Toc392075831][bookmark: _Toc392076143][bookmark: _Toc392078086]Statement of Fair Processing




You will now be taken to the ‘DBS eBulk’ 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.

[image: ]

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


[bookmark: _Toc392075832][bookmark: _Toc392076144][bookmark: _Toc392078087]Application Pre-entry Statement




You will now see the application pre-entry statement; this gives concise information with regards to the requirements by the DBS regarding acceptable identification in support of your DBS application.
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Once you have ticked the consent box please click ‘Next’

The application form is a simple 5 step process. Please complete all fields.
Mandatory fields are denoted by (*)

Mistakes on the application form will cause delays in processing.


[bookmark: _Toc392075833][bookmark: _Toc392076145][bookmark: _Toc392078088]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 criminal record check.
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Once you have completed this section click ‘Next’.



[bookmark: _Toc392076146][bookmark: _Toc392078089]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 education 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 the DBS. 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 ‘no fixed abode’ for Address Line 1. Please then enter the Town/City and Country of where you were residing within this period.

[image: ]
Once you have completed this section click ‘Next’.

[bookmark: _Toc392076147][bookmark: _Toc392078090]Section 3 – Additional Info





Place of Birth
Please enter details of your place of birth.

Nationality at Birth
Please enter your Nationality at birth and state YES or NO as to whether this has changed since you were born. If this has changed, you will be required to enter your current nationality.

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.

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. 
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Once you have completed this section click ‘Next’.

[bookmark: _Toc392076148][bookmark: _Toc392078091]Section 4 – Employment Details





Position Applied For 
Please insert the correct job role as supplied to you by your current/new employer. You will either be required to select your job role from the dropdown list provided or enter this manually. No abbreviations are permissible, e.g. Admin Asst should read Administrative Assistant. 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.
THAMES VALLEY BERKSHIRE LEP POSITION APPLIED FOR :
Volunteer Enterprise Adviser 
Employer Name = Thames Valley Berkshire LEP 
 Employer Name 
This has been defaulted to the organisation you are applying through and should not be amended.
[image: ]

Conviction History 
If you have never been convicted of a criminal offence or never received a caution, reprimand or warning then please select ‘No’. If you have been convicted of a criminal offence, or received a caution, reprimand or warning that is ‘protected’ as defined by the Rehabilitation of Offenders Act then please also select ‘No’.
If you have ever been convicted of a criminal offence, caution, reprimand or warning that is not ‘protected’ as defined by the Rehabilitation of Offenders Act then please select ‘Yes’.
For more information, please refer to Rehabilitation of Offenders Act 1974 at:
http://www.justice.gov.uk/guidance/docs/rehabilitation-offenders.pdf

Once you have completed this section click ‘Next’.

[bookmark: _Toc392076149][bookmark: _Toc392078092]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 has been defaulted to the organisation you are applying through and should not be amended.
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Now click ‘Complete’.


















[bookmark: _Toc392075838][bookmark: _Toc392076150][bookmark: _Toc392078093]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. If you entered an email address onto your application form you will receive a confirmation email containing these details. 
[image: ]

Your application form will be processed by your employer once they have verified your identity. Please see below for guidance on identity 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 I have my identity verified?
Please provide original identification to your Company’s Nominated THAMES VALLEY BERKSHIRE ENTERPRISE COORDINATOR and provide identification as listed in the acceptable ID table (see table below). Your application form will be processed by your employer once they have verified your identity, and then sent onto the DBS.

Tracking the progress of your application with the DBS
If you supplied an email address whilst entering your application, as soon as 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 also 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 HR Team/Recruiting Manager if you have any queries with regards to the DBS application process. If you experience any technical issues with the online system, please contact our Production Support Team E: ProductionSupports@uk.experian.com or alternatively you can contact us on 03330000237. Lines open 9.00am-5.00pm Monday to Friday, except for bank holidays. 



[bookmark: _Toc392078094]DBS List of Acceptable Identification




For paid non-EEA nationals only

(3 documents to be seen)

1 Primary Document
2 Supporting Documents from Group 1, 2a or 2b.

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

If unable to satisfy this route, DBS check cannot be submitted.

Route 2 – UK/EEA applicants only
(3 documents to be seen plus an External ID Check)

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

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

If unable to satisfy Route 2, proceed to Route 3/Fingerprints.

Route 1 – For all applicants except paid non-EEA nationals
(3 documents to be seen)

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

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

If unable to satisfy Route 1, proceed to Route 2/Fingerprints.












Fingerprints


Paper application form required (unable to process online).


Attendance at a local Police Station for fingerprints to be taken.
Route 3 – For UK/EEA residing in UK 5+ years only
(5 documents to be seen)

A UK Birth Certificate issued after birth.
4 further documents, 1 from Group 2a, 3 from 2a or 2b.

At least one of the documents must show the applicant’s current address.

If unable to satisfy Route 3, proceed to Fingerprints.








	Group 1
Primary Identity Documents

	· Current valid Passport
· Biometric Residence Permit (UK)
· Current Driving Licence – photo card (UK / Isle of Man / Channel Islands and EEA) (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)



	Paid Non-EEA Nationals
Primary Documents

	· A Permanent Residence Card issued by the Home Office to the family member of a national of a European Economic Area country or Switzerland.
· A current 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.
· A current 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.
· A current 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. 
· A current Residence Card (including an Accession Residence Card or a Derivative Residence Card) issued by the Home Office to a non-European Economic Area national who is a family member of a national of a European Economic Area country or Switzerland or who has a derivative right of residence. 
· 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. 
· A Certificate of Application issued by the Home Office under regulation 17(3) or 18A (2) of the Immigration (European Economic Area) Regulations 2006, to a family member of a national of a European Economic Area country or Switzerland stating that the holder is permitted to take employment which is less than 6 months old 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. 
· 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
	Group 2b
Financial & Social History 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 / EEA) (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 EEA) (Valid only for roles whereby applicant is living and working outside of UK.)
	· Mortgage Statement (UK or EEA) **
· Bank/Building Society Statement (UK, Channel Islands or EEA) *
· Bank/Building Society Account Opening Confirmation Letter (UK) *
· Credit Card Statement (UK or EEA) *
· 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)

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

Start New Application
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A key requirement of the Disclosure process through the Disclosure and Barring Service
(DBS) is for your identification to be verified by the organisation requesting this Disclosure
on you.

1f you do not hold at least one of the identification documents listed below you should seek
clarification from the organisation requesting this Disclosure on you prior to starting your
application as you may not be able to submit your application online.

Current valid Passport

Biometric Residence Permit (UK)

Current Driving Licence (UK, Isle of Man/Channel Islands) (full or provisional)

Birth Certificate (UK 8 Channel Islands) - issued within 12 months of your date of birth

Sometimes, we might be required to undertake an External ID Verification Validation check.
1f so this is undertaken independently and may require your consent.

Please read the document DBS list of acceptable identification for details about the
identification we require. You can get further guidance about the DBS Disclosure process at
ttp:/ /veww.qov. ulc/ dbs.

Please note, only English language applications can be submitted online - Welsh language
applications must be submitted using the paper application route. If you require your
certificate to be produced in the Welsh language please do not continue with this online
application and contact the organisation requesting this application on you as a Welsh
language application form must be completed and submitted to the Disclosure & Barring
Service.

1 have read and understand this statement (tick to confirm) [

@ Localinranct | Protected Mode OFf

@~
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1) About You

The application form is 3 simple 5 step process, please complete al ields provided.

Mandatary fields are denoted by (%)

Personal Details

Gander ()

Middle name 1:

Middle name 2:

Middle name 3:

Surname [

Date of birth (% DD v MM | VYWY~ v

NI Number:

Contact Details

Language (%) select v

To speed up the resalution of any queries with your spplication plese provide a
talaphons number or email adirass we can use o contect you

Telephone No:

1fyou have an email address please supply ths to allow an automated email to be sent
0 you to confirm your spplication has been submitted

Email Address:

Middle Names
Please supply all middle names,
especisly those that sppear on your
idantity documents, <., passport,
driving licence, birch certficate, stc

Failure to comply will result in
delays.

Language
‘Only English langusge spplications
an be submitzes oniine. Welzh
langusge spplications must be.
submitted using the paper
application route. It you require your
Certficate o be produced in the
Welsh Ianguage plesse contact the.
organisation requesting this
application on you s 3 Welsh
langusge spplication form must be
Complered and then submite=d to the.
Disclozure & Barring Service.

Minimum age for DBS checks
‘Somone who is aged under 16 at
the time of spplication is not sllowed
0 apply for 3 DBS check.

@ Localinranct | Protected Mode OFf
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Address

-
Current Address Address Dates

B 1 s r e
L e ]

L —— ST
E

e e

Address Line 2:

Town (4): educational establishment must enter
‘cach address with dates consecutively.
County .g. parents address Dec 09-Jan 10,
University address Jan 10-March 10,
o8 parents address March 10-April 10
(I (ED tc. Do not run sddresses/dates
simultaneously as your form will be
Date from (): rejected by the DBS.

Postcode
Please ensure you fully enter your
postcode, partial postcodes will cause
your form to be rejected by the DBS.
1f you can't remember your postcode
use the Royal Mail UK postcode
Finder.

No Fixed Abode UK
1f you were of no fixed abode within
the UK please enter the nearest hostel
‘address to the location you were
based.

Foreign Addresses
1f you have travelled overseas and
cannot supply the address for 3
foreign country then please enter "no.
fixed abode” in address line 1 and
town.
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) Adi
Please complete the following additional information
Information
Place of Birth Change of name(s)

Please ensure that where names
change they run in date order and

Toun (3¢ I o .
Other names
County: I ¥y e s any ckher names o

any time during your lifetime please.

Country (°: T T — rovide them.
. Altases

L e - PRz Sty dtat of any as
e e e o nding

T e T o e il knen

nationality since birth? (*) ] as Bill etc v‘mhm thde Other N;mes
i S e

e st T e o v be S o

birth surname? (*) rejected by the DBS.

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. Type  From  To

No records have been created
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Please complete the fields below

Employment Details
Position Applied For (%) __ gject - -

Employer Name (*): CHEQS ORGANISATION

Conviction History

Please refer to: Rehabilitation of the Offenders Act. The DBS can no longer remove
‘convictions, cautions and reprimands held on the Police National Computer*

*For exceptions to this legislation or for more information please refer to

ifs/uksi 20131198 en,

00 you have any convictions, cautions, reprimands or final warnings that are not defined a5
“protected by the Rehabiltation of Offenders Act 19747 (+): -~ select - =

Inform

Position Applied For
Please insert the correct job role as
supplied to you by your current/new
employer.

No abbreviations or acronyms are
permissible, .q. Nursery Asst should
read Nursery Assistant or SMSA
Should read School Meals Supervisory.
Assistant.

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

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

Conviction History
IF you have ever been convicted of
criminal offence or received a caution,
reprimand or final warning that s not
‘protected as defined by the
Rehabilitation of Offenders Act 1574
(Exceptions) Order 1975 (as amended
in 2013) by SI 2013 1198 you must
Select Yes.

For more information see
Rehabilitation of Offenders Act

@ Localinranct | Protected Mode OFf
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Privacy Policy - standard/enhanced checks declaration
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Declaration by Applicant

T confirm that  have provided complate and trus Information in support o tis applicacion and
undarstand that knowingly making a flse satement for hispurpose s  criminalofence.

Security Watchdog Statement

1 you do ot provide your consent o any ofthe stataments above, please contactyour employer 25
Your application cannot be submiced anline and may need to be submitced ia 2 paper appication.
Please Note: If you are subitting this application on behalf of the applicant, you will

ned to obtain 3 signed and dated consent declaration from the applicant agresing to all
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Application Complete

1dentity Documents
For sutable forms of dentiication,
© Your reference number is 50410NE3 plesse read document CRB it of

Accepiasie genticaton

We are sl awaitng payment and willbe unableto proceed unti we have received payment.
Pleace contact APPLICANT PAYHENTS ORGANISATION urgently a5 the apslication may be
indrann wiin 7 days f paymant 2 nt received.

Make a note of this reference and arrange to viit your employer or egistered body to have your
Idertiicaton veried, you wil need t brng evidence of your danty from the st shown on the
ight.

1D Document Rules.

You wil now be required to have your identiy verifed by the organiation requesting this
Disclosure on you n accordance weh the CAB D guidelnes. n the event tha your identty.
‘Cannat be verifed wa the documents you hold (for example, valid Passpert, UK Driving Licence,
Bith Cericate, UK Residence permit) you willbe required to complete 8 paper appication and
Give your consent to have your fngerprits taken.

For 8 fullls of acceptabl forms of identficaton plesse read the document CRB list of
‘acceptable identification.

1 your fingerprints are required this wil requie attendance at a Paice Station 3t an appointed
‘time and il dd dela ino the overalldsclosure and recrument process. The CRB wil contact
Yoy directly 3nd explain ths process in more detai f requred.

Further quidance about the CR Disclosure process can be accessed at
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