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DBS Online Process

In order to ensure a smooth and efficient DBS application, we give details of how to complete
the DBS application form online. This is a fast and easy way to do the check without delay.

The process starts by you simply going to
https://disclosure.capitarvs.co.uk/chegs/applicantLogin.do?applicationType=dbs using the
organisation reference and password quoted in your offer letter. This will enable you to
complete the form. Please ensure you complete all sections of the form, and avoid entering
incorrect data as the system will prevent you moving forward through the form if there are
errors or blanks.

Upon completion of the form you will be given a reference number which you should make a
note of together with the date of the online application, and then proceed to the ID checking
stage.

Currently, electronic ID checking can only be completed at a selection of locations across the
Region. You will need to make an appointment with your line manager whose contact
details will be in your offer letter.

A list of all valid identity documents required for ID checks is listed at the end of this document.

Please remember to quote your DBS reference number on all correspondence.

SJA Page 2 30/06/2016


https://disclosure.capitarvs.co.uk/cheqs/applicantLogin.do?applicationType=dbs

Step 1: LogIn

1.1 Click on DBS Application Form — Start Application
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(& https: //disclosure capitarvs.co.uk /chegs/login do
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DISCLOSURE AND BARRING DISCLOSURE SCOTLAND

APPLICATION MANAGEMENT
SERVYICE (DBS) APPLICATION APPLICATION
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Manage applications »

Step 2: Enter the login Details you have been given and click Enter

Organisation Reference — ..
Password —

O online Disclosures

-

Apps [ wRM |/ DBS €39 Stdohn Ambulance - E.. = Duty and Information ... €39 ¥olunteer vacancig

G 8 nhtps: fdisclosure capitarvs.co.Uk /cheas /applicant_ogin do?apphcatioﬁezdbs
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Plzase enter your reference nurnber and pass

fd to start a new application.

start New aApplication

Organisatian Reference (%) ||

Password:
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Step 3: Read and agree to the relating to Fair Processing and Identifjcation Verification

' C online Disclosures

A W

« C' | A hitps: /fdisclosure capitarvs .co.Uk chegs fdeclaration.do

Apps [ WRM |G DBS Q) 5t John Ambulance - E.. s Duty and Information .. & Volnteer vacancies

CAPITA

RECRUITMENT VETTING SERVICE

CRYS Statement of Fair Processing

By accessing this website and providing Capita Recruitment Vetting Service (CRVS) with your
personal details, you agree to accept and be bound by the terms of the CRVS statement of fair
processing which is summarised balov.

Using the IT spacification supplied by the DBS, Capita Recruitment Vetting Service has
produced an online disclosure system, e-Bulk, which is an altemnative to the standard paper
forms, allowing you to your application at any location with intemet access,

Our online service is dto the privacy of our users. When you supply any
personal information to this site we have Iegal abligations towards you in the way we deal wijf
your data as follows:

1. We will hold your personal information on our systems for as long as needed to meet fhe
service you have requested, and remave it in the event that the purpose has been njfkt.

2. We will ensure that all persanal information supplied is held securely, in accardancg
Data Protection Act 1998.

3. We will provide a safe and secure experience for users of

4. We will ensure that the information you submit to us remains private, and is onlf used for
the purpases set out below.

Fair Pracessing Principles

Your personal information is only pracessed with your knowledge.
Only information that we actually need is collected and pracessed.
Your personal information is only seen by those wha need it to do theifjobs.

Inaccurate or misleading data will be corrected as soan as possiblf.
Procedures are in place for dealing promptly with any dispute.

All information requested is used solely for the purpose of producing/A DBS certificate and is
collected, stored and processed by [ZRVS and HIE DBS in a((nrdan( th the Data Protection
Act 1998. We will treat your p. as c apd we notdisclose it to
any third party except: (i) with your prior agreement; (i) as necesbary for providing our e-bull
online disclosure service to you; or (i) as required by law,

Any organisation which uses the CRVS e-Bulk online disclosure fervice is obliged to sign a
service contract requiring them to:

le by the Data Protection Act 1998
+ Have a policy for secure storage, handling, use, retefition and disposal of Disclosures arfd
Disclosure Information

The CRVS e-Bulk solution is hosted within an 15027001, Capita owned data centre and all
components of the service are protected by intrusion detection and intrusion prevention
devices. Completed applications are fully encrypted and securely transferred to the DES uging
the a-Bulk Interface.

I have read and understand this statemant (tick to confirm) |

' I Cnline Disclosures

A W

€« C' ) https: //disclosure capitaryvs. .o Uk, /cheds oretarm do

Apps [ VRM O DBS @ StJohn Ambulance - E.. e Duby and Information .. €3 Volunteer vfcancies

CAPITA

RECRUITMENT VETTING SERVICE

A key requirement of the Certificate process through the Dfsclosure and Barving Service (DBS)
is for your identification to be verified by the organisation fequesting this Certificate on you.

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

« Gurrent valid Passport

- Biometric Residance Parmit (LK)

» Gurrent Driving Licence (UK, Isle of Man/Channel Islghds) (Full or provisional)

- Birth Cartificste (UK & Channel Islands] - issued withfn 12 manths of your dste of birth

we might be required to undertake an 1 ID Verification Validation check. If
so0 this is undertaken independently and may requlr*nur cansent.

Please read the document DBS list of acceptable identification for details about the
entification we require. You can get further guidance about the DBS Certificate process at
wwwr.homeoffice.qov.uk /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
form must be and to the Discl & Barring Service.

T have read and understand this staternent (tick to confirm)

= E e
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Step 4: Complete the Application Form
4.1 All fields marked with an Asterix (*) are compulsory

5 Postcode Finder | RoyalMal % \\  §

€« C' [ hitps: //disclosure capitarvs co.uk /checs /application/personal o

I Oline Disdosures x

Pppps [ VRM G/ DBS Q) St John Ambulance -E... e Duty and Information ... ) Yalunteer vacancies

CAPITA

RECRUITMENT VETTING SERVICE

1) About You

The application form is a simple 5 step process, please camplfe all fields provided. .
Information
Mandatory fields are denoted by (*)

Middle Names
Please supply all middle names,

Personal Details espedally those that appear on
your identity documents, e.g.
) passpart, driving licence, birth
Gender (*): Sselect oo ¥ cartficate, #to,
Title (*¥): [ — v Failure to comply will result in
delays,

Forename (%):

. Gy English languags spplicstions
Middle name 1: can ba subrmittzd onlins, Wals
language spplications must be
subrnitted using the papar
application raute. If you require

Middle name 2:

Middle name 3: your cartificats to ba produced in
the Welsh langusge pleaze contact
Surname [*): the arganisation requesting this
spplication on you as 3 Welsh
Date of birth (*): e language application form must be
DO- ¥ f| -MM- ¥ f] v¥ry- ¥ completed and then submitted to
T — the Disclosure & Barring Service,

Minimum age for DBS checks
Someane who is aged under 16 st
the time of application iz nat
. allowsd to apply for 3 DBS chack.
Contact Details P

Lansuage 1)

Ta speed up the resolution of any queries with your application please pravide a
telephone number or email address we can use to contact you

Telephane No:

If you have an email address please supply this to allow an automated 2mail to be
20t ta you to confirmn yaur application has been submittad

Ernail Address:
4.2 If any information is not correct you will be shown an error message.
the information before moving onto the next screen

Step 5: Address Details
5.1 Please complete your current address and click next

' T Oniine Disclosures x
<« C' B hitps: //disclosure.capitarvs.co. Uk /cheqgs /application/addressHistory .do

2% apps [ vRM S/ DBS Q) St John Ambulance -E.. e DUty and Information .. € ¥olunteer vacancies

CAP

RECRUITMENT VETTING SERVICE

2) Address History

Plasze anter your urent sddras:
‘ormation

Address Dates
There cannot bs any gap:

. ouarlaps in your addrass history,
Address Line 1 (*)t Please ensure that the month an,
wear from a previous address are
repeated as the same date at the

Current Address

Address Line 2
stark of your nesxt add

Town (%) Students who switch batnean thair
permanent residence an
County educational establishment must

anter each addrass with dates

Gountry ()i consecutively =.g. parents addrass

- Pleass selact - A Dec 09-J3n 10, University sddrass
Daata fram (%1 Jan 10-March 10, parents address
: - v | [ v March 10-April 10 ete. Do not run

addrasses/dates simultanenusly as
your form will be rejected by the
Des.

st

Please ensure you fully =nter your

your postcade use the Royal Mail
UK Postcode Finder

No Fixed Abode UK
you were of no fixed abade
within the UK plaazs enter the
nearest hostel address to the
location you wers based.

Foreign Addresses
1f you have travelled oversess and
cannot supply the address for 2
foreian country then please =nter
“no fixed sbeda” in address line 1
and town.

As you
progress
through the
form you will
notice on the
right hand side
that there is an
Information
box — this will
assist you in
completing the
form

You will be required to amend
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5.2 You need to enter your address history for the past 5 years

5.3 Click on Add Address to keep adding on new addresses

5.4 The system will confirm once you have entered a full 5 years history

' | Cniline Disclosures

eHa Postcode Finder | Royal Mail % W %

<« C' B https: f/disclosure.capitarvs.co.uk fcheqs/application/addressHisiAry . do

S5 Apps [ WRM S DBS @) StJohn Ambulance -E... e Duky and Information .. € ¥olunteer yffancies

CAPITA

RECRUITMENT VETTING SERVICE
2) Address History

Please provide your address history cgdering the last 5 years

Informat

T ChTeT
T history needs to include Fab 2009 - present,
fontinuous and not contain any gaps.

starting with the most recent, your
b s provided must alse be

Address Dates

There cannot be any gaps ar
overlaps in your address history,
Plazss enzure that the month and
B year from a previous address are
et oroce = eted the 3 year address history. repeated as the same date at the
start of your next address.
Students who switch between their
permanent residence and

Click on the 'add addrass' buttan below to add an Address.

Addrass From To sducational establishrant must
enter each address with dates
&3 VORK STREET consecutively e g, parents address
LONDON Jan y Dec 09-Jsn 10, University sddress
1H 1PS 13858 Present | Edit Jan 10-March 10, parants address
UNITED KIMGDOM March 10-April 10 etc. Do not run

addraszes/dates simultansously as
your farm will be rejected by the
BE.

Postcode
Please enszure you fully enter vour
d I

de, partial will

_Nexts cause your form to be rejected by
the DBS. If you can't remember

your postcods uzs the Roysl Mail

UK Postcode Finder,

Mo Fixed Abode UK

If you were of no fixed abede
within the UK plaass snter the
nearest hostel address to the
location you were based,

Foreign Addresses

If you have travelled overseas and
cannot supply the addrass for &
foreign country then please enter
“no fixed abede” in address line 1
=nd toun

5.5 Click Next

Step 6: Birth Details

6.1 Enter the details of your place of birth

C onlins Disclosures

=5 Posteade Finder | Royal Mail 2 S\ /%

<« C' | & hiips: //disclosure.capitarvs .co. Uk /chegs faoplication/additional Info do

S5 ppps [ wRM S/ DBS € St John Ambulance -E...  se Duty and €3 volunteer vacancies

CAPITA

RECRUITMENT VETTING SERVICE

Please complete the following agitional infermation

Informat

Place of Birth Change of name(s)
Please ensure that where names

change they run in date order and

County: Other names
If vou have used any other names
Country (%):

St any time during your lifstire

-- Please select -- v Dl brosice therm
Nationality =t birth ()i | piooze select -- 2 Aliases

Plzase supply details of any alias

Have you changed your | Gioa.e select - ¥ names you may have use
natienality since birth? including dates fram and to, =.g
& williarn known s Bill ete within the
I e G (T TP Sther Names saction. Failure to do

i sa could cause your application to
7 (* ¥ PP
birth surnams? (*) be delayed or rejected by the DES.

Other Names

Please provide details of any ather names used at any time during your lifetime and the
dates during which the names were used, Please anter each forename and surnarme
separately Using the 'Add Mame' button below,

Mame Type From To

Mo records have been created

Add Name

- o

6.2 Enter the details of any other names you have used during your lifetime

SJA
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Step 7: Employment Details

7.1 Please enter the position that you have applied for with St John Ambulance (i.e. Patient transport
attendant, First aider, Regional ambulance services manager

C Cnline Disclosures

€« C' | & htps: //disclosure.capitarvs .co.uk /cheds/application/employmepf.do
S22 apps [ WRM | DBS @) Stlohn Ambulance -E... e Duty and Information .. Y Volunteer vAtancies

CAPITA

RECRUITMENT VETTING SERVICE

4) Employment

Pleasze carmplete the fizlds balow -
Information

Position Applied For
Plesse insert the carved jab rale a3
. supplied to vou by your

Bestien Applce For () current/new employer.

Employment Details

Employer Harme (%) ST JOHN AMBULANGE LOM Ho abbreviations or acronyms are
permizsible, e.q. Nursery Asst
should read Nursery Assistant or
5MSA should read Schoal Meals
Conviction History Supervisory Assistant,
1f voluntasr do not snter just

Please refer to: Rehabilitation of the Offenders Act. The DBS can ne lenger ramous wolunteer, please enter in which
convictions, cautions and reprimands held an the Police Hational Computer ::apaiwtv your jab rale is &.g.
oach,
or Hons to this 3 please refer to
of Offenders Act 1974 at: Employer Name
This has bean defaulted to the
sule/ulesi /201371198 /'pdfs fuksi 20131198 en.pdf erganisation you are applying
through but can be amended if
Do you have any canwictions, cautions, reprimands or final warnings that are not defined required.

3 p 20 | - -
as 'protected’ by the Rehabilitation of Offenders Act 19747 (%) | -- select Conviction History

If you have ever been convicted of
a criminal offence or received &

caution, reprimand er final warning
that is not ‘protected’ as defined
by the Rehabilitstion of Offenders
Ack 1374 (Exceptions) Order 1975
(=5 amended in 2013) by SI 2013
1198 you must select Yes,

For more information see
Rehsbilitstian of Offendars act

7.2 Confirm if you have any convictions by selecting ‘yes’ or ‘no’ from the drop down menu

Step 8: Confirmation
8.1 You will be asked to check all the details entered

8.2 Should you wish to make any changes, click the Edit button that is displayed next to each section

* )
€« C  f htts://disclosure.capitarvs.co.uk/chegs fapplication/zonfirm do
S apps [ wRM O DBS @ St John Ambulance - E. + Duty and Information ﬂ Volunteer vacancies

CAPITA

RECRUITMENT VETTING SERVICE

C Online Disclosures

Qs

5) Confirm

Application Gonfirmation and Gonsent

To complete this application, please review the details entered, tick the cojggent box at the

bottom of this page and click the Complete button,

Personal Details

Title: MISS B
Forenarme: TEST

Middle Namest

Surname: APPLICATION

Data of birth: 06/0E/1976

Genden FEMALE

Contact Details

Language: ENGLISH i
Telephone Ho:
Ernail Addrazs:
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8.3 Tick the box at the bottom of the page to consent to the information being sent to DBS

Employment Details

WOLUNTEER FIRST AIDER
ST JOHH AMBLILANCE LON

Pasition Applied For

Ernployer Marne:

Na

Applicant Consent

By cornpleting this farm I col

Barring Service for the purpose Mz Disdosure Application,

1 canfitrn that the information that T
cornplete and true and understand that

purpose is a criminal offenca,
Please tick this box ta indicate your co

8.4 Click on COMPLETE

Step 9: Confirmation Number

Es

nt to the transfer of my information to the Disclosure and

ve provided in support of this application iz
wingly to make a false statemant for this

9.1 Once you have completed the application form, the following screen will appear.

9.2 You must keep a note of the reference number in the Green Block as you will need this when your
evidence is checked.

* W
€« C A htips:/fdisclosure capitarvs co Uk /chegs/application/hankyou.do
fiapps [ VRM O DBS ﬁ St John Ambulance - E... + Duty and Information ... 9 Volunteer vacancies

CAPITA

RECRUITMENT VETTING SERVICE

T Oniine Disclosures

ion Complete

@ tourreference numberis 795APPL620738 ‘

Make & ncte of his raferance and arrangs ta visit your smplopar or registered body to
hisve yaur identification verifisd, you il nesd o bring svidsnce of your identity from the
list shawn an the right.

1D Document Rules

‘fou will now be required to have your identity verified by the arganisation requesting this
Application on yau in accordance with the DBS 1D guidalines. In the event that your
identity cannot be verified via the documents you hald (for example, valid Passport, UK
Driving Licence, Birth Certificate, UK Residence permit) you will be required ta complete a
paper application and give your consent to have your fingerprints taken,

For a full list of scceptable forms of identification plesse read the docurnent DBS list of
acceptable identification.

If your fingerprints are required this will require attendance at a Police Station at an
appointad time and vill add delay into the ouerall Application and recuitment process.
D3 uill contact you directly and explain this process in more detail if required,

Ffirther guidance about the DBS Application process can be arcessed at
w.homeoffice.qov.uk/dbs.

9.3 Click ‘exit’ to end the session

Qe =

Identity Documents

For suitable forms of identification,
please read document DBS list of
acceptable identificstion.
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Valid identity documents required for ID check:

Three (3) documents in total must be seen: (One document MUST verify the applicant's
current address).

* ONE document MUST come from Group 1
* A further TWO documents from Group 1, 2a or 2b

Group 1 - Primary Trusted ldentity Credentials

Current valid Passport

Biometric Residence Permit (UK)

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

A photo card is only valid if the individual presents it with the associated counterpart licence
(except Jersey)

Birth Certificate (UK and Channel Islands) - issued at the time of birth;

Full or short form acceptable including those issued by UK authorities overseas, such as
Embassies, High Commissions and HM Forces. (Photocopies are not acceptable)

Group 2a - Trusted Government/State Issued Documents

Current UK Driving licence (old style paper version)

Birth Certificate (UK and Channel Islands) - (issued after the time of birth by the General
Register Office/relevant authority i.e. Registrars - Photocopies are not acceptable)
Marriage/Civil Partnership Certificate (UK and Channel Islands)

Adoption Certificate (UK and Channel Islands)

HM Forces ID Card (UK)

Fire Arms Licence (UK and Channel Islands)

Group 2b - Financial/Social History Documents

Mortgage Statement (UK or EEA)** (Non-EEA statements must not be accepted)
Bank/Building Society Statement (UK or EEA)* (Non-EEA statements must not be accepted)
Bank/Building Society Account Opening Confirmation Letter (UK)

Credit Card Statement (UK or EEA)* (Non-EEA statements must not be accepted)

Financial Statement ** - e.g. pension, endowment, ISA (UK).

P45/P60 Statement **(UK & Channel Islands)

Council Tax Statement (UK & Channel Islands) **

Work Permit/Visa (UK Residence Permit)(valid up to expiry date) **

Utility Bill (UK)* - Gas ; Electricity; Water or Phone (landline only)

Benefit Statement* - e.g. Child Allowance, Pension

A document from Central/ Local Government/ Government Agency/ Local Authority giving
entitlement (UK & Channel Islands)*- e.g. from the Department for Work and Pensions, the
Employment Service , Customs & Revenue, Job Centre, Job Centre Plus, Social Security
EU National ID Card

Cards carrying the PASS accreditation logo (UK and Channel Islands)

Letter from Head Teacher or College Principal (16-19 year olds in full time education in the UK
(only used in exceptional circumstances when all other documents have been exhausted))

Please Note: All documents need to be ORIGINALS — photocopies cannot be accepted.

If a document in the List of Valid Identity Documents is denoted with:
* it should be less than three months old
** jt should be issued within the past 12 months
Not denoted - it can be more than 12 months old
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