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Section 1. Activation Link Process

Once you have been added to OnlineDisclosures you will receive an Activation Email, this will
contain;

This is an automatically generated message. DO NOT REPLY TO THIS

e The Organisation PIN EMAIL.
This is specific to your organisation Dear John,
° Conﬁ rmati on Of Em all Add ress You have been registered as a Disclosure Manager for Test Organisation.

An account has now been created for you with Online Disclosures.

This email address will be used as your | youriogin details are:
username Organisation PIN: 123456

Email address: demoapplicant@demo.com

e Link to Registration Page

In order to activate your account, you will need to create a password.

The link required to activate your account

Please follow the link below to activate your account:
http://.onlinedisclosures.co.uk/ActivateAccount.aspx?OrgKey=QrHItrg

For full guidance on the role of Disclosure Manager please visit the Online

1. Click the link within the email
2. Create a memorable password Create Password
Please enter a new password which will be associated
3. Confirm the password by entering it again with your new account.
Password
4. Click ‘Save Password’

security strength.

Please Note: The password must be at least 8 characters in
length, be a combination of UPPER CASE and lower case and
numbers (0-9). You can add special characters

(@!%SE£) to increase your password security strength.

Verify Password



http://.onlinedisclosures.co.uk/ActivateAccount.aspx?OrgKey=QrHItrq
http://.onlinedisclosures.co.uk/ActivateAccount.aspx?OrgKey=QrHItrq
http://.onlinedisclosures.co.uk/ActivateAccount.aspx?OrgKey=QrHItrq
http://.onlinedisclosures.co.uk/ActivateAccount.aspx?OrgKey=QrHItrq
http://.onlinedisclosures.co.uk/ActivateAccount.aspx?OrgKey=QrHItrq
https://gbg.onlinedisclosures.co.uk/
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Section 2. Before you begin your application....

If you have any of the documents listed it is
mandatory that you supply the information

relating to them.

To make completing the application easier and
faster for yourself, make sure therefore that

you them readily available.

Click Begin application to proceed ———

Read the Statement of Fair
Processing

Before you Begin

This application process should only take around 4-5 minutes to complete. You can save
your progress and return at any time to complete the application.

What you will need

If you have any of the following then you will be asked to provide details:

= Naticnal Insurance number
= Valid Driving licence
= Valid passport

= Valid national ID card

Statement of Fair Processing
Please confirm below that you agree to the following statement of fair
processing

Applications for Standard and Enhanced Checks ars processed by Disclosure and
Barring Service (DBS).

By accessing the Website and providing your personal details, you agree to accept
and be bound by the Privacy Policy which explainz how GBG procezses your data
for the purposes of obtaining your Disclosure from DBS, the key terms of which
are non-exhaustively summarised in this statement of fair processing.

Diata can only be amended by the applicant using the email address and password
supplied at registration. Therefore, it is important that you kesp this informaticn in a
secure place.

By ticking the two boxes below, applicantz uzing thiz service for the purpose
of cbtaining a Disclosure from DBS, confirm that:

= Ifl am applying for a DBS Standard and Enhanced Check, | have read the

Check the box to confirm you have read —"=tsndardiEnhanced Check Privacy Policy far

the Privacy Policy

Check the box to confirm you give your

consent to Electronic Results \

You can now proceed with your
Application

applicants hitps:fwanw gov.ukdgovemment/public stions/dbs-privacy-policies and |
understand how DBS will process my personal data and the cptions available to me
for submitting an applicaticn.

Consent to obtain e-Bulk Standard/Enhanced Check electronic result

| conzent to the DBS providing an electronic result directly to the registered
body that has submitted my application. | understand that an electronic result
contains a message that indicates either the cedificate is blank or to await
cerificate which will indicate that my cedificate contains criminal record
information. In some cazes the registered body may provide this information
directly to my employer prior to you receiving the cerificate.

Proceed with application
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Step 1: How do | complete About
You: Name & Gender?

Lancasbhire @_

County -@ﬁ?-

Y [elrety;
Council w AboutYou  Contact Details  Verification Summary Confirmation
. . Documents

Please note - we require all questions to be answered unless labelled as (Oplional).

Your Name & Gender Gender

Please provide your full name |, conneEnnatenes ; e e ; P o
their previous identify fo the person who asked them fo complefe an applicafion for 2 disciosure. Flease
:nd ﬂnu‘n.an':ﬁs :"Duthal"re been contzct the Sensitive Team on Sensitive/@ dbs gsi govuk i
nown by in the past

Male @& Female
Title Forename Sumame

MIZS ¥ || Jane Smith

Do you have a middle name?
ez @ Mo

You must specify your gender and supply us with your full name details.

Important: Shortened names, ‘nicknames’ and initials should not be used unless these are stated
on your Identity Documents (ID).

If you have any middle names you must provide this information.
To the question ‘Do you have a middle name?’ answer Yes and enter one middle name per box.

A confidential checking process exists for transgender applicants who do not wish to reveal details
of their previous identity to the person who asked them to complete an application for a disclosure.
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Step 2: Adding Previous Names

If you have been known by any other
names, you must supply the previous
name and the dates you used this from
and until. To do this...

Select Yes
Enter your previous name.

N

3. Select the name type i.e.
forename or surname from the
drop down list

Have you been known by any other names?
This could be i

Smith to Jenny

® Yes
Please add any names you have previously been known as below

If adding previous forename(s), all names must be included e.g. if name changed from John David Smith to Mark David Smith, you must
add John David as a previous forename. If you need to amend a previous name please press remove and re-add it.
Forename

Middle names

Surname

Used from

Select v Select v Select

Used until

Select v Select v Select

4. Enter the Day of the Month, Month and Year that you used this name from and until - /f
you are unsure, enter the closest date you can remember or the 15t of the month

closest to the name change.

5. Click Add Name

Repeat this process until all previous names have been entered

To remove a name, click Remove

Please Note: If adding previous forename(s), all forenames must be included e.g. if name changed
from John David Smith to Mark David Smith, you must add John David as a previous forename.
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Step 3: Completing my Birth Details

Depending on the level of check you are completing the disclosure application form for,
some details in this section are optional.

All optional questions are marked as such on the online application form

1. Enter your date of birth

Birth Details Date of birth

(DD/MM/YYYY) Please provide details about 18 | -|o7 | - | 1978 | eg 31-12- 1960
your place of birth. e -

2. The name of the town you 2 i on vt Gt
were born in e.g. Nottingham Qrmskird
as |t appears on yOUI“ blrth County you were bom in (Optionall
e Your county at birth as it appears on your birth cerficate
certificate : —

Lancashire

Country you wers born in

3. Enter the country you were

born in United Kingdom v

Birth nationslity (Optional)

4. Enter your Nationality at Birth

Step 4: My Identification Documents (ID)

If you have any of the ID documents listed in this section you must supply this

information.
1. Click the box next to any current and Identification Do you have any of the following forms of ID?
Valid |D that you have- Plesse select e ftsms of P45 or PE0 or comespondence from HM Revenue &

idenfification that you own.
with no spaces.

You will be asked to supply information
relating to that particular document.

2' Enter a" the reqUired info rmation for - ;‘i!ggggggif:f;ﬁ.-.’ng licence number. Format ROBINT 570250495301
the ID you have selected. Vaiid passport

S ——— | do not have any of the above forms of ID
If you do not have any of the
documents click the box to state this. >

3. Click Proceed to Step 2
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Step 5: Complete the Contact & Address

Contact Details

You are not required to supply us with any contact telephone numbers. Doing so however, will
make it easier for us to contact you, should we need to.

Your email address is pre-populated — Please double check this to ensure it is correct — If not and
you have Self Registered, please do so again using the correct email address

Address Details

For your application to be processed, a full 5 year address history must be provided.

Lived Abroad or been travelling in the last 5 Lived Away at University?
years?
If you are currently living away from home, but
If you have lived abroad or been travelling and your ID relates to your home address, enter your
visited more than one country, the details for home address as your current address.
each country you visited must be entered. It is possible for the dates you have lived at these
It is possible for the dates you visited/lived in addresses to overlap.

each country to overlap.

Please Note: The ID documents you provide as proof of address for verification must match the
current address details supplied in this section. If they do not support the current address details
your application will not be verified
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Step 6: Entering Address Details

Address History Timeline

Automatic Look Up S
1. Enter your Postcode and click ‘Find’
2. Select your house number/name S
3. Enter the Day, Month and Year that you moved

I n April 2006 - Mareh 2013 (7 years) Change dstes  Remove sddress

4. Click ‘Confirm’

Current Address

&, NOTTINGHAM, Netzinghamshira, NG1 7L8, GB

Address History Timeline

The chart below shows the last 5 years address history, [t will update as you enter your addresses below.

Manual Entry rodo
|
1. Click “Enter address manually’

We require a minimum of 5 years address history, please enter ancther previous sddress below.,

Current Address

2. Enter your postcode and full address details B Group P 1, NOTFINGHAM, Nornghamsice, NG11 727, G5

March 2013 - Present t (2 years 4 months) Change currert address

3. Enter the Day, Month and Year that you moved in won e S

Proceed to step 3 Back to step 1

4. Click ‘Confirm’

When did you move into this address?

Day... v Manth... v Year..

Adding Previous Addresses .
1. Click Add Another Address bevo. +|[Monh || veun
2. Follow the steps for automatic look up or enter anca
the address manually We raquke o mimur of S yeurssddrass Hitory

Please enter another address

Please Note: If you cannot remember the exact day that you moved into or out of an address,
enter the closest, most likely date or enter the 15t of the closest, most likely month.
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Step 7: Entering Overseas Address Details

If you have lived abroad or were

travelling and visited more than

one country, the details for each
country must be entered.

Address History Timeline

The chart below shows the last 5 years address histery, it will update as you enter your addresses below.,

5years ago

Today

Postcode

Enter address manually

Select ‘Enter Address Manually’

Tick the box next to: ‘l was travelling
and had no fixed abode’

Select the country from the drop down

Enter the Day, Month and Year that

Country

Choose country... v

abroad

When did you move into this address?
Day... v Month... || Year.. ¥
list

When did you leave this address?

Day... v Month... v Year... v yOU

entered and left that country

5. Click ‘Confirm’

Repeat this process until all overseas addresses have been entered. It is possible for the address

details to overlap.

When sufficient address details have been entered the address bar will go green.

6. Click Proceed to Step 3

Address History Timeline

The chart below shows the last 5 years address histery, it will update as you enter your addresses below.

5years ago

Current Address
GB Group Plc, 1, NOTTINGHAM, Nottinghamshire, NG11 7EP, GB

March 2009 — Present (6 years 4 months) Change current address

Today
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Step 8: Entering an Overlapping University
Address History

If you have been to University and lived away from home during this time, you must
supply the details of all your university addresses.

The ID you provide for verification must match the current address details supplied.

If your ID relates to your home address, but you are currently living away from home, enter your
home address as your current address.

Enter your addresses whilst at University by clicking ‘Add Another Address’
It is possible for the dates you have lived at these address to overlap.

An example student, currently living away at University, who has lived in two previous addresses
during term time, but whose ID is in their home address is shown.

Address History Timeline

The chart below shows the last 5 years address history, it will update as you enter your addresses below.

5 years ago Today
(.
Current Address
10 Westway, Cotgrave, NOTTINGHAM, Nottinghamshire, NG12 3QD, GBR

01 January 2010 - Present (7 years 11 months 4 days) Change current address

Previous Address
Pretend Uni Address, NOTTINGHAM, Nottinghamshire, NG11 7DA, GBR

15 January 2014 - 01 April 2016 (2 years 2 months 18 days) Change dates Remove address

Address history complete
or Add another address
You can now proceed to step 3 below

10
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Step 9: How will my identity Documents (ID)
be verified?

As part of the disclosure application you are required to provide ID for verification. This is to
ensure that you are who you say you are.

ID is Verified by the Organisation

Your organisation is responsible for verifying your ID
documents.

You may have already provided this information to them or
be expected to arrange for these to be checked.

Please Note: If you do not know how your ID will be verified, please contact your organisation
directly.

e11
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Step 10: Selecting ID for Verification

The default method of verification for your organisation is listed. Do not change the verification
method without contacting your organisation first.

Verification Method Verification
methed: Organisation
Please confirm your
verification method so we can What is your position within the organisation
determine the verification
documentation required_ Administrative Assistant

If there is no position present that describes your
role, please contact the Organisation that has
asked you to complete this process

1. Select your position from the drop down list.
2. Select your Current Nationality
3. Click Select verification documents.

If there is no position that describes your role, or you are unsure which role to select,
please contact your organisation directly.

Current Nationality Current Nationality

United Kingdom v

Select verification documents

Back to step 2

12
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Step 11: Selecting ID for Verification
(Group 1)

1. Select the ID that you wish to use for SRS T —
verification from Group 1.

Which of the following group 1 documents do you own?

Chosen documentation must be provided for verification to prove your identity. At least one of your
chosen documents must be from group 1 documents isted below, Where there &5 no Group 1
document then a UK Birth Certificate must be provided

2. If no green bar appears, click ‘View Plasse note il documents must be original, photocopies and documants dowrioaded from the
Group 2 Documents’. intecnet cannot be accepted. Why sre specific documents requiced?

Current valid passport

3. If you have selected sufficient ID a green

bar will appear at the top of the page.

Current UK, Channel isles or Isle of Man deiving licence = photo card

8
I
gl

Birth certificate - issued at time of birth

(s

Biometric residence permit (UK)

Current EU Driving Licence ~ photo card with counterpart where one |s lssued

Adoption certificate UK & Channel islands

| am unable to provide any or the above group 1 documents

¥ you are unable to provide any of the above group 1 documents you will be required to supply 5
group 2 documents in the next step.

View group 2 documents

0130
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Step 12: Selecting ID for Verification
(Group 2a/b

1. Select the ID
from Group 2a/2b Group 2a Documents
you want to use for
your ID verification

Currant JK Channel Isles or Iske of Man driving lizence — paper varsion

{Civll Parinarship Certificate

[, Channel isi=s or lsie of Men) acoompenied by associated counderpart fcence

Current Mon EU Driving Lic=nce Photozard - (Full or Pravisional)
Fudl or provisional AP fcences must be vaid Ip e will current DUVLA reguiremends,

HM Farees ID Card (UK
Vald Firzanms Licence (UK and Channel |Elands or isl2 of Man)

Curr=n1 EU Driing Ligence — Paper verslon (non-ghata, ald style driving lkznez)
A visignal A dnences mus be vald o dne will coment DUVLA rguimments

2. Tick all 3 boxes
below to confirm that
you have selected
sufficient ID  for

P . Group 2b Documents lesued within the 1aet 3 menths
verification and to [ BanwBUBdIng Saclety Statament (UK and CRannal Eiande ar EEA)
proceed to Step 4 BaniBulding Soclety Opening Confimation Lettar (UK or EEA)

[a]
[ Crem Carg Statsmant (UK ar EAA)
2 Ltimy B (LK)
[a]
o

O ooo O o Oa

Bleclricly, gas, waler, fekephone. Not mobl

Benaft Statement .g. child allowancs, penslon (UK)

ILocal A mnnq.- ghing erlnF'rnEnl-,.JK and Channgl istands)

D:]GLIITFI'ﬂ fram Gon El'I"I'I'ENA.gEﬂ
1 (L and Channe [Fands) &3 fom Depamment of

[m] Ear'lc or bullaing soclety Etahem=n1._nulslde EEA]
Sy o P -r\'\re\':':, e Bnsic g nd working outs/de of the LK. Stafsment must re/ate fo & bank of
fom the non EEA couniry ko wbich the role Is basad

lasusd within the last 12 monthe
[ Marlpage Stztement (UK or EEA)

[0 Financial Statzment (LK)
£.0. pENSIon, Snoowment

[0 P4:5/PE] Statement (UK and Channal lelands)
O Council Tax Statement (UK and Channgl islands)

lasued at any time (must atill ba vang)
[ EU Nalional igentity Card

O Lettar of EponsOERIR from fulre employer provider (Non-UK/Non-EEA only)
For appicants residing cutside the (¥ af the Sme off appication

O Letter from head teacher ar colege p Tor 16 to 19 yaar alds In full tme aducation
Oy wsed In eXCeptions! CITOTTSIBNCeS X Gifer CoCUmants Cannae be roitsd

[ Card camying the pass lego (UK and Charnel lelands)

3. Click Proceed to Step 4

Please confirm the following

[] Atleast one of the documents selected contains a current address
[] Atleast one of the documents selected contains a date of birth

[] Documentary evidence was provided for all name changes where available

Proceed to step 4 Back to step 2

14«
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Step 13: Complete declaration

Complete the declaration details and then click the Confirm & submit application

Application Overview Organisation name: 1 -PRS Test 1
Personal reference number (Opfional)

[ 'would like to be updated on my application progress via emaill updates (Optional)

Declaration Do you have any convictions, cautions, reprimands or final warnings which would not be filtered in line
with current guidance?

o Yes o No
Please read & confirm the following

By ticking the application declaration box | confirm that the information that | have provided in support of
this application is complete and true and understand that knowingly to make a false statement for this
purpose may be a criminal offence.

] | have provided complete and true information in support of the application and | understand
that knowingly making a false statement for this purpose is a criminal offence.

Confirm & submit application Back to step 3

15
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Step 14: Summary Review

A summary screen will now be displayed

Your application has been submitted for verification
What you need to bring

If you are required to pay for your application, please take your credit/debit card to your
verification meeting. You will alse be required to enter you password when starting the
verification process.

You selected to bring the following proof of identity documents:

» Passport

» Birth Certificate less than 12 months from DOB

» Utility Bill
You can print out confirmation of the documentation you have chosen, this print out is
optional and also provides a complete list of acceptable documents should you wish to have
alternative documents verified.
What happens next?

Please now contact your crganisation to arrange to visit a verifier. Please remember to take
the doecuments you selected with you in order for your application to be verified and
progressed.

¢ 16 *
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Section 3. Self-Reqister Process

The first time you use DBS Online you need to register.

Need to Register?

] ) ] . Ifyou have been directed here to self register by your
1. Click 'Register' on the right hand side of the screen.  organisation you can do so below.

Lancashire
County -Z=®.
Council @ﬁ;‘?‘;)

2. Enter your Org Pin: This is a unique number et

supplied by your organisation Register - Step 1 of 2
You can self register to access our online application
3. Enter your fU" name senvice if you have been provided with a PIN and
secret word by your arganisation.
4. Enter your email address and confirm it by entering it Org pin
again
5. Click Next Step Your full name

Email address
Please Note: If you do not know the Org Pin, please
contact the organisation requesting you complete an Confirm email address
OnlineDisclosures check.

1. Enter the Organisation’s Secret Word as requested _ LancaSho|re
County O,

A )
2. Tick the confirmation box Council %\19‘:)
()
3. Create a memorable password Register - Step 2 of 2
Please enter the secret word
4. Confirm the password by entering it again This should have been provided by your organisation

5. Click ‘Complete Registration’

| confirm PRS Test 1 is my organisation

You will be taken to the Step 1 of the application form. Create password .
Please enter a password for your accouint.

Please Note: The password must be at least 8 characters in
length, be a combination of UPPER CASE and lower case and  Confirm password

numbers (0-9). You can add special characters (@!%S£) to

increase your password security strength.

e You will now be given the 'Begin Application’ button
with details of information you will need.

o 17



