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APPLICANT GUIDANCE NOTES

An online DBS check can be completed by accessing the internet from any PC/Laptop that has this facility. 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.

LOGGING ONTO THE SYSTEM

Please enter the following address in the web browser;

WWW. MATIRVXSC REENIN (. ( o [SToleE

If you are not taken directly to the ‘Start New Application’ page, please click on ‘Start Application’ in the orange
box entitled ‘DISCLOSURE AND BARRING SERVICE (DBS) APPLICATION’ to enter the system and start your
application.

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 Password that has been supplied to you by the company that you will be/are working for.

EBULK DISCLOSURES

Approved E-Bulk Software Solution ;1

flease Enter yayur rafsrence number and password to start a paw application.

Start Hew Application

a?rgarssaticﬁ Safarapca (%) fNEWMAh JC A THMA.:L‘ i ’ :
- Passdrd: - ] . Please leave this blank and click ‘ENTER’

Once you have completed this section click ‘Enter’.
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STATEMENT OF FAIR PROCESSING

You will now be taken to the ‘CRVS Statement of Fair Processing’ outlining CRVS's terms

read the statement and tick the box to confirm this has been read and agreed to.

and conditions. Please

EBULK DISCLOSURES
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CRVS Statement of Fair Processing

By acéeasing this wehsite snd providing Cepite Redroitment Vetting Service [CRVE) with your gersansl

detaily; you agree ta eceept and bo bound by the téarms of the CRVE statement of feir protessing which
W aummarised below.

Uaing this TF 4pecification supplied by the DBS Cepita Reeruitment Vétting Sefvice has produced an
saline disclosure syatem, e Bulk, which ia'an eltérnstive to the stendard paper fordms, therefore

allowing you to gampleté your 2p plicstinn it any loestion with interAet sccess,

Our anliné service iy enmmitted to protecting the priveey of bur users, Whei you supply any personil”

informtion o this gite we heve lepel phligationa towards you in the way we desl with yalir dats &9

followves

1.7 We will hold your perdonal infarmstion ‘o oir dystems for 8% 10pR 88 needed to meet the service
you have requested, and remove it in the tvent that the purpose hag been met,

2, We will ensure that all peradrsl informstion aupplied i held secorely, A stttrdante with the Data

 Pratection AtE 1998, S L o '

3, We will providis 8 sefe #nd secure experiante fur users of this aite. .

4: We'will éngure thet the inférmation you submit to 02 remaing privete, #0d 12 only used for the
purposés set out below, '

Fa't Fredasery Frrgples.

Your persanel information is only processed with your knowledge,

Only informetion thet we ectually need 12 o Hected and pro d

Yaur personal information is only seen by those who need it to do their jobx,:
Perdonal informetion i3 retained only for &4 long 24 it s required.

Declsions effecting you ere made on the beais of relisble snd up to date Informetion,
Your informition is protected from urauthorised or aceidental disclosure,
Insteurste or mialesding deta will be eorrected 23 9o00n &4 posaible

frocedures are in plses for dealing promptly with any dispute,

e EB RS

Alf information requested i3 used golely for the purpoage of producing 8 Diselosure and Barring Service

certificate snd is collected, stored and proceszed by CRVS and the Disclosure #nd Berring Service In
‘peeordsnte with the Date Protection Act 1808, We will treat your persans! information a8 eonflidentiel
End we will aot digelosa it ko any third party excepts (i3 with your prior sgreemint; (ii) 85 necessary.

for providiag our e-bulk ontine digclosure service to you; or (i} as required by law,

-Aiy brganisstion Which uies the CRYS e-Bulk vnlinedisclodire service iy obliged to sign 2 service
. tntréct requiring them to:

# Abide by the Dets Protection Act 1998 o
» Hevi & policy far aueurt dtorage, handling, vse retention #rid disposel of Digelosures and
Diseloaure Iaformstion
The CRVS e:Buile solution i3 hosted within an 18027001, Cepita dwned deta centre and il

carmplinents of the gervice are protestad by intrusion detection and Intrugion prevention devices,
Compléted applicktions are fully enrypted and securely transferred to Disclosure gnd Berring Service
waing the & Bulk Interface,

I psve renfard urferstarl (s Slalemarl {Tick tao2e )] N

Once you have ticked the consent box please click ‘Next’
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APPLICATION PRE-ENTRY STATEMENT

You will now see the application pre-entry statement; this gives concise information in regards to the requirements
by the DBS regarding acceptable identification in support of your DBS application.

| EBULK DISCLOSURES
| Approved | E-Bulk Software Solution

A key requwement of the bisclosure | process tl\rough the Disclosire and Barring Service
(DBS) is for your identification to be verified by the organisatlon requesting this Disclosure
on you.

If you do not hold at least one of the ideatification documents listed below you should seek
clarification fromi the | orgamsatlon requésting this Disclosure oh you prior to starting your:
application #s you inay not be able to submit your-application online.

» Current valid Passport

» Biofmetric Residence Parmit (UK)

& Current Driving Licénce (UK, Isle of Man/Channel Islands) (full or provisional) .

« Birth Certificate (UK & Channel Islands) - issued withih 12 months of your date of birth

Smnetimes, we might berequired to undartake an External o)) Verlf:cation validation check:
If so this'is undertaken’independently and inay require your consent.

Please read the document DBS, list of acceptable |dentuflcaﬁon for’ detalls about the
ldentuﬁcahon we require. You can ‘get further guidance about the DBS Disclosure process at

httpt/ fwwivr.goviirk/ dbs.

Please note, only English language applications can ‘be submitted onfina - Welsh language
applications must be submitted asing the papér application voute. If you require your
certificate to be produced in‘the Welsh language please do not continue with this online
apphcatlon and tontact the organisation raquesting this application on yeu as a Welsh
language application forni must be completed and submitted to the Disclosure & Barring
Service,

I'have réad and understand this statement (tick to confirm)

(¥ Frevious

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

Mistakes on the application form will cause delays in processing.
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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

other section can severely delay the processing of your criminal record check.

EBULK DISCLDSURES
Approved E-Bulk Softviare Solution -

Ths apgiicadan fyrmis 3 simpls 5 stap process, please complées all fislds pravidad,

Mandatory fislds ard dgﬂet;d by (%

Personal Details
Gendar () "Si'é;t" v
Title [*} S salag e w

Forenamsz {7

Midéla nama 3+ {

o Middla name 23

Midétaname 3; o ) T

Surnama {*}

T

NI Numbar:

Contact Details

bey Lt

Languigs (*}: L salectee wii

Ts spead up the rasalution of any quanes with your apglication plaise provids 2
ealephona number or amm! addrass vie can use e ccnuc:yau

Telsphana No: i" T

Ifyouhava an amall addeass plaass supply this to afla 0 an aummnud 2mail to be sent
ta you to canfirm your application has basn sub

Emai) Address: fﬁﬂv T ————m———

3 |
% et . §

L Previpus &

Nam
Pleass supp!y 3il middle names,
especially these that sppearon ydur
=ntity documents, &.g, passport;’
deiving licancs, birth &ertificate, stc,

Failurs to comply will rasuleia-
defays.’

tanguage

" Only English Ianguage applications

~¢3n be submittad onling, Welsh
|anguage applicatians must be
submitted using the paper
application route, 1fyou Fequire your ;
certificate'ts be produced in'the,
welsh language pleasecontact tha
.organlsation requ=stlng this
agplication én you 3z 3 Walsh
Tanguage application form must bz
completed and then Submitted to the
Dlsclosur & Barring Service.

Hlnlmum ‘age for DBS chacks :
Someone thois sged under 16 at 3

H
i
i
H
i
i
i
i
H
H
i
i
i
i
i
§
i
i
i
1
i

the tima of application Is nat alla.ﬂed
to apply for 2 DBS chack

O S S

Once you have completed this section click ‘Next’.

All details correct at time of upload. Version 9.0 06/01/2014.
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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.

E BL!LK DISDLDSURES
Approved E-Bulk' Softwara Solution, -

“1y About You™

Flease enter your current address

Current Address Address Dates J
There cannot be'any gaps oroverlaps |
in your addrese histary, Pleage ensure |
that the month and year from a H
prevm;‘s addrehss are. rezf)eated asthe |
PR R s o S sama date sk the start of your next {
Address Line 2: e -addrass. Students whe switch betwean |
: : . : their permanent residence and ,
Town ()t i [ educational extablishment mist eiter |

T 5 T sach addr:ss xd*zéth datas consecutively
(A T ) 3 eg parents a ress Dec 09-ap 10,
County LS : : University address Jan 10-March 10,

SR parents address March 10-April 10
=] ete, Do not rin addresses/dates

‘simultaneousty as yeur form will be
rejected by the DBS..

Postcode

i Flease ensure you fully enter your :
i pestcode, partial postcodes will cause
{ ‘your form to be réjected by the DBS.

i If you can't remamber your postcode
; use thts Royal Mail UK Pestande |

Address tine 1("): i

Countey {(*)1

Date from (*h

(¢ Previois)

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

Approved E-Builik Software Solution

FPleass complate the follcwing additional information

Place of Birth . change of nama(s}
: : _Plaase enslre that where names
change they run in date order and !
Town (*h with no'gaps.
; Othér nanes .
Caunty; If you have used any other names at
: -any time during your lifetime plaasé
Countey (*)t [,:‘1 ; : provide them,
L : : ‘Aliases i
tiaticnalty at birth (%) & Please sipply details of any alias ;

names you may have used inchiding |

dates from Bnd to, 2.9. Willlam known

‘as Bill ete within the Gther Names

sagticn. Failure to do £o could cause

your application to be delayed or
rejected by the DBS,

Have you changed your
nationalty gince Tith? (%)

Have ycu changed your
birth sumame? (%)

Other Names

Please provide details of any cther names used at any time during your lifetime and the dates
during whizh the names were used. Flease enter each forerama and sumame separatzly using
the ‘Add Name® button below,

Hame

~Type From® " To

No records have baen created

Once you have completed this section click ‘Next’.

All details correct at time of upload. Version 9.0 06/01/2014. 7




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.

\/ O\w\bv;ﬁj CLMOI worl2rea

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

Employer Name

EBULK DISCLOSURES
Approvad E-Bulk Software Saltition - -

Flaase complate the fralds belnw

Employmient Detalls ) Position Appiied For
Pleass insert the comrect job role as
supglied to you by your current/new

Positisn Apphed For () satact e T : : : emplaysr,

Ho' -abbravialions or acranyms are

Employer Hame (%3t CHEQS DRGANISATICN ; permissibls; €.g. Nursery Asst shoutd
x read Hurgery Assigtant or SMSA

g . should read Scheol Meals Supedvizary

Assistant.-
Conviction History : If volunteer do nct enter just |
volunteer, ‘please snter in which
" please refer to: Rehahilitation of the Offenders Act. The D85 can no langer remove : capadity your job rola is e.g. Coach.
ceavictions; cauticns and reprimands held on the fclice Nationa! Compoter” { Etr‘np:’uyebr Na:‘?a e
ted ta the
*fFar axceptions (o this Jegislation or Ior more information please refer to bl This has been defail
orgafiisation you are appl/mq thiough
Rehiabilitation of Offenders Act 1974 al but can be amended if raquirzd.
e deaisiativnnnv.ukukst/ 20131398 /ndfs fuksi 20131120 “en.pdf : cfnnvu;‘tlnn Hlst%rv gt
W Y B 3 e 5 If you have ever besn convicted of 3
D3 you have 3oy convicticns, ar final o s that are nct defined as i &iminal offance o recawed 3 cation,
d' by the Rehablitation of Offeriders At 19742 (%)¢. -~ seleit -~ « reprimand or final warning that is nat

- “protected’ as defined by the.
Rehabditation of Offenders Act'1974
{Exceptians) Order 1975 (as.amended
in 2013) by §1 2013 1198 you must
select Yas,

4 Pravious

For mmore information see
fahanftation of Ciferdsrs An

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’.
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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.

EBULK DISCLOSURES
‘Afproved E:Bulk Saftware Sokitien L N

-~ Application Confirmation and Consent

o camplete this application, please ravi w tha datails antzred, tick the censant box at the beteem of
this piga and chick tha Camplace butten,

Personal Details

Title: MR Eai
Foranama: TEST

Migdle Namsr:

Sumaae; AFPLICATION

Dazealbirthy 12/0711984

Bandar: MWALE

NidNumber: TARIRIRSZE

Contact Details

Languiges - {ENGLISH : Eszt
Talephone No: : :

Email Address:

Address Histary

ORI B Lo fiie
Address To
{18 ROCKINGHAH STREET : ;
S s?iFéFéELD i[hn 2003 : Prasent
NTTED KINGDOM H
Place of Birth
Teani SHEFFIELD B
Caunty:
Lountrys UNTTED KINGDOM
ANatienality st birth; BRITISH
Current natanality: BRLTISH
Employment Details
“pasition Apsiad Feri " TESTER g2
Enmployer tane: CHEQS CRGANISATION
fonvicton History
Unspaat cenvictienss My > : iﬁ‘ 3

‘Applicant Consent

€y camglating this farm T conseat is the wranafar of my informaticn 33 the Disclsaure and
“Barring Sarvice far the purpisa of 2 Disclosira Application.

1 cenkern thattha information that 1 hava sravided in sugpart afthis sgglicatian iz coamplats
Ui and tys and sndarisand that knowingly ta maka A hise mang for this purpdsais 3 crmingl
‘affance: : G

Flnnsa tick this baitea ingicats Qéuf congaar T

L Pravious

Now click ‘Complete’.
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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.

EBULK DISCLOSURES
Appravad E-Bulk Software Bisution -

Application Complele

Tientity Dacuntent
. Feergtob'e forms e

LU Dt rateeente nainber §s DO10NE2

3465 2dymerk aed
i AFFLICANT RAYIEL
than 7 45yt f paymen

BAeisad et NNk FEOGVEE Saymand.
DM agenlly ds the apthoiten may Fa

2 £GUE 5 Vs rafuepnie and Aranie 1 wAR YIUF aminioyer & pmaittered D2y to have your
Lan venifed you aid naes 13 Snng ovi dc"cs o yoursiannty Fram tae kst chosa entie

10 Doatiesnt Rules 2

vw ba recuredss ’*n ve iyeur dertity vanfied by th org

with the CRE 1D yideires inth
eu htd {far evamzls, vk U7 Drising Lizenze.
et diiste, : 1) ot s B readred Vs cemplita s Saed appiiatien st
L8 yoer congent have your fingerparts 1aien,

R razaitng s
hat your xiestdy

Form ful B of azeeprabie Foems ol i
acmn!emudcnmmﬂpn

Stien pleate read the dyitnitart CRA Hat of

Felen atatioe at an 3zasine?
2 procest. The CRI.wE enctagt

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 | have my identity verified?

Please provide original identification to your Company’s Nominated Person (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 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 Pay & Condition Services if you have any queries in regards to the DBS application process on 01782
237710.Lines open 9.00am-5.30pm Monday to Friday. Alternatively you can contact us by e-mail at
Katrina.ibinson@stoke.gov.uk

All details correct at time of upload. Version 9.0 06/01/2014. 10



Unable to verify vid Route 1?

"/ Route3"
documents to be seen)

- ’Acertxfed copy ofa UKBirth
' Certifi cate, -

4further daciments, 1 from - AR

Unable to verify via Route 2?7

& Currentvalid Passport
»  Blometric Residence Permit (UK)
& Current Driving Licenee (UK / 1sle of Man / Chiannel Islarids) (Full or Provisional)

A-photo card Is only valid if the Individual presents it with the assoclated counterpdrt licence {except Jersey)
s Birth Certificate (UK / Channel Islands) {issued at the time of birth)

Full orshort form aceeptable including those Issued by UK autharities overseas, such as Embassies, High Commissions & HM. Forces.
(Photpcopies are not acceptable)

‘@roup2a . roupzb

~Trusted Government Issued Documents..> = .} Fmancfal/Soc:aI History Dacuments -
s Cutrent UK Driving Licence (old style paper ‘& Moitgage Statament (UK oF EEA) (Non-EEA Statements not accepted) "

varsldn) = Bank/Bullding Soclety Statement (UK or EEA} {Non-EEA Statements not

Current: Non-UK Photo Driving: Licence (valid -accepted) *

for up to 12 months from the date the | &  pank/Building Socety Accourit Opening Confirmatiori Letter (UK)

applicant entered the UK] ‘ o Credit Card Statement (UK or EEA) (Nod-EEA Stateinents not accepted) *
s Bifth Certificate (UK. / Channe! Islands) (Issued

EY

after the time of birth) & Fihénciél.statement eg pension;‘.tendow’n‘wépt, 1SA (UK) **
- Marriage / Civil Partnership Certificate (UK / | PA/P60 Statement (UK / Channel Islarids) **
Channe! Islands) %  Couindll Tax Statement (UK / Channel Islahds) **
= Adoption Certificate (UK / Channel Islands) ‘& Work Permit/Visa (UK Residence Permit; valid up to expiry date)
4 HM Forées ID Card (UK) = Utflity Bill (UK) - Not Mabile Phone *
e FireArms Licence (UK / Channel Islands) 5 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, HMRG; Job Centre, Social Security

& EU National 1D Card — must be valid

s Cdrds carrying the PASS accreditation logo (UK / Channel Istands} — must be
valid

& 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 *- it should be léss than 3 months old
¢ Denoted with **-it should be less than 12 months old

Al details correct at time of upload. Version 9.0 06/01/2014.
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