
DBS 

GUIDANCE 

NOTES

Provided for users of the 
Vibrant Nation Background 

Screening Service  



Welcom e t o CBS

  

The follow ing docum ent  is designed t o help our  cust om ers 
bet t er  m anage t heir  processes relat ing t o DBS Checks and 

t he Updat ing Service 

  
We aim to walk you through the process for submitting DBS applications and help you 

understand the management tools we make available - providing you with a central 

solution to manage all aspects of the criminal disclosure process.  
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Follow ing receipt  of  t he required 
docum ent  for  regist rat ion, you 

w il l  receive an em ail providing your  

log-in det ails: 

  

By follow ing t he l ink  provided in 

t he em ail shown here, you w il l  be 

direct ed t o your  log-in page. 

 Em ail log-in 
det ails  
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Please ensure you copy and past e 
t he usernam e and password 

provided.

 Ent er  log-in 
det ails
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 You w il l  t hen ent er  t he Disclosure 
Dat abase/Applicant  Search Screen 

? t h is page allows you t o creat e, 
subm it  and m onit or  all 

applicat ions. 

Please ensure you change your  

password using t he opt ion above t o 

som et hing m ore m em orable. For  

secur it y reasons, your  or iginal 

password, is for  in it ial use only.  

Disclosure 

Search Screen  

5

DBS Guidance Notes

To create a new 
criminal check, select 

'Add new DBS Applicant.' 
A new window will 

appear.

Continued overleaf



 This page MUST be com plet ed in 
order  t o generat e an applicat ion. 

This page m ust  be com plet ed in l ine 
w it h legislat ion as you are unable t o 

request  inform at ion on an 
individual?s cr im inal h ist ory unless 

you are legally ent it led t o do so.

You should only select  access t o t he 
Bar red List s if  t he applicant  m eet s 
t he cr it er ia def ined as regulat ed 

act ivit y. 

 How t o creat e an 
Applicat ion 
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All individuals requiring a DBS check are encouraged to be registered on the DBS Update Service. 

Once registered, an employer can continually check the status of a person?s criminal check and also 
allow the criminal certificate to be used for other roles in employment or volunteering. 

Continued overleaf



Once an applicat ion has been creat ed, 
ret urn t o t he ?Applicant  Search Screen 
and locat e t he required applicat ion. 

There are t wo st ages t o every 

applicat ion. 

St age 1 ? com plet e t he applicat ion 

form  

St age 2 ? com plet e ID validat ion

 

St age 1 can be com plet ed by t he 

applicant  or  em ployer . St age 2 can 

only be com plet ed by t he em ployer /  

appoint ed person  
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Stage 1: If 
you would like to 

complete the 
application on behalf of 

the applicant please 
click the application 

form pencil .

Stage 2: 

Once the application form 
has been completed, a date will 

appear under ?Applicant 
submitted?. You are then able to 
complete the final stage of the 
process and validate ID. Please 

click on the ID pencil in 
order to do this.

Continued overleaf



 The syst em  is program m ed t o check  
t hat  all required inform at ion is 

ent ered cor rect ly. 

Should t he syst em  det ect  an er ror  
or  require fur t her  inform at ion an 

er ror  m essage w il l  appear  advising 
you of  t he area requir ing fur t her  

at t ent ion. 

The Applicat ion 
Form
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Once an applicat ion has been creat ed, 
ret urn t o t he ?Applicant  Search Screen 
and locat e t he required applicat ion. 

There are t wo st ages t o every 

applicat ion. 

St age 1 ? com plet e t he applicat ion 

form  

St age 2 ? com plet e ID validat ion

 

St age 1 can be com plet ed by t he 

applicant  or  em ployer . St age 2 can 

only be com plet ed by t he em ployer /  

appoint ed person  
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Summary 

page 1  

 Once all information is 
entered, click SUBMIT 

FORM. You will then view 
the following message 

Continued overleaf

Summary 

page 2 
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 Select the ID pencil 
in order to complete the 

final stage and submit the 
application to the DBS for 

processing. A new page will 
appear requesting 

further information. 

ID Validat ion

St age 2
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 Not  all f ields are required for  
com plet ion. 

However , you m ust  ensure t he 
individual is who t hey say t hey are, 

and follow  t he Hom e Of f ice 
guidance not es provided in your  
or iginal regist rat ion pack . If  t he 

syst em  requires fur t her  inform at ion 
or  det ect s and er ror  you w il l  be 

aler t ed t o t h is. 

ID Validat ion

A common error with ID validation is the driving licence. For example a driving licence 
details a person?s surname, gender, date of birth, initials, etc. In order to check the licence 
number is correct it will check it against the information entered into the earlier part of the 
application. Therefore, it is strongly recommended that you check the first and middle 
names are entered into the correct section to ensure the driving licence number matches 

the information provided. 
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Final Check  before Subm ission

At  t he bot t om  of  t he ID page you 
are required t o conf irm  t he level of  
cr im inal check  required as well as 

provide fur t her  inform at ion 
regarding t he role:

ID Validat ion Page

ID Validat ion Page ? Final Check  before Subm ission 

  At the bottom of the ID page you are required to confirm the level of criminal 

check required as well as provide further information regarding the role.

Once satisfied you 
are requesting the correct 

information, please SUBMIT 
APPLICATION. The status of the 

application will change to 
?Customer Submitted? on the 

main screen and you will 
see the following 

message: 
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List  99 checks & DBS Adult  First  
Checks.  

Som e organisat ions require access 

t o t hese checks in advance of  

receiving t he com plet ed cr im inal 

disclosure. In order  t o access t h is 

service, please select  t he 

appropr iat e pencil.  

Addit ional Opt ions

COMMENTS This 
box will retain a running 

audit trail of the events of 
every application submitted. 

Once the disclosure is 
completed this box will hold 
the disclosure information, 

reference number, 
status, etc. 
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On com plet ion of  t he disclosure 
process, t he syst em  w il l  aut om at e 
an em ail t o t he em ployer  advising 
t he st at us of  an applicat ion. This 

w il l  include, t he disclosure num ber , 
dat e of  issue and whet her  any 

cr im inal inform at ion is held on t he 
applicant . 

You w il l  receive one of  t he em ails 
shown on t he lef t .

Disclosure 
Com plet ed

 The applicant will receive 
a copy of their criminal 

certificate. The DBS will send it 
to their home address up to ten 

days after you receive one of 
the above emails. 

 You (the employer) may 
wish to consider adding this 

person to the Updating Service 
in order to receive updates of 
any change to the applicant?s 

criminal information. 
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DBS Result s

You are then 
able to view a 

summary  page of the 
disclosure results in a 

printer friendly 
format 

Click Audit Trail 
& Results  
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We can help you m anage t h is. 

  We appreciat e t hat  as t he 
applicant  only receives a hard copy 

of  t he cr im inal cer t if icat e it  is 
dif f icult  for  em ployers t o m anage 

t h is and ensure sight  of  t he cr im inal 
inform at ion while also ret ain ing an 

audit  t rai l  of  t he event s ? We w il l  
help you m anage t h is ent ire 

process! 

Cr im inal 
Inform at ion

If  a person has a cr im inal h ist ory t he fol low ing f ive st eps w il l  t ake place: 

- Employer receives an email notifying them criminal information is held (as displayed on 

previous page) 

- Applicant receives an email advising them to provide certificate to employer urgently 

(see below) 

- Employer will continue to receive alerts to view criminal certificate 

- On receipt of criminal certificate employer notifies the system and also adds a comment 

(if required) 

- The audit trail is updated and process completed  



17

DBS Guidance Notes
Continued overleaf

Many organisat ions enhance t heir  
safeguarding procedures by 

regist er ing individuals on t he 
Updat ing Service. 

This service provides em ployers 
w it h t he abil i t y t o cont inually 
access an individual?s cr im inal 

disclosure t o ensure t here has been 
no inform at ion added, t herefore, 
ensur ing t he cont inued suit abil i t y 

of  t he candidat e.  

The Updat e 
Service

Once an individual is registered on the scheme they would potentially never need 
another criminal check, their employer would never need to undertake the application 

process again. 

If you would like to register to this service please do so via the Main Screen (Applicant  

Search Screen) 

The Updating 
Service Process 

provides you with the 
ability to register applicants, 

upgrade your updating 
requirements, track updates 

and view a full audit trail 
from the point of 

registration. 
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This page allows you t o: 

- Request  regist rat ion t o t he 
Updat ing Service 

- Upgrade your  recheck ing 

requirem ent s 

- Track  all st at us checks View  

t he audit  t rai l  

The Updat e 
Service

"For many years the major flaw in CRB checks has been 
that they were only accurate on the day of issue. We now 
have a solution to combat this and increase the 

protection of the most vulnerable in our society. This 
service allows employers the peace of mind to continually 

check the suitability of their staff or volunteers.?  
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CBS w il l  m anage your  check ing 
process, car rying out  checks on 
week ly, m ont hly or  quar t er ly 

int ervals as request ed. We ensure 
t hat  every st at us check  is recorded 

w it h in t he audit  t rai l  for  your  
view ing at  any t im e.  

The Updat e 
Service

The audit  t rai l  w il l  capt ure EVERY event  of  t he Updat ing 
Service: 

- Date of registration request 
- Date of registration 
- Every status check and result Any CHANGE to 

disclosure information (see overleaf ) 
- Comments added by the employer/administrator  
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We of fer  all users a Managem ent  
Process t o assist  w it h a change in 

disclosure inform at ion. 

The Updat e 
Service

If  a person?s has a change t o t heir  cr im inal record, t he follow ing f ive st eps w il l  t ake place: 

- Disclosure Database will display the status as ?Changed? 
- Employer receives an email notifying them criminal record has changed 
- Employer will continue to receive alerts until they acknowledge notification 
- Employer notifies the system and also adds a comment (if required) 
- The audit trail is updated and process completed  
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What  does it  m ean t o you?

The Updat e 
Service

The Teacher

"Every time we get a new 
helper we can go online 
and check their criminal 

history. Simple!?

?I look after parent?s 
most prized possessions 
every day of my working 
life. It?s vitally important 
they can be continually 
reassured their children 

are in safe hands!?

?As Chief Executive 
of a Local Authority I 

welcome this service. It is 
vitally important that 

every public body places 
safeguarding at their 

forefront. We must show 
the public we do 

everything possible to 
ensure the safety of 

children and vulnerable 
adults in our care. We 
check our staff on a 

weekly basis depending 
on their position and can 

confidently show the 
public that all measures 
are in place to protect 
the most vulnerable in 

our society.?

Private Care

The Chief Executive
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What  does it  m ean t o you? 

The Updat e 
Service

The Parent

?We volunteer three 
times a week for different 
charities and groups in 

the area and need a 
different DBS check for 

each of them. Its 
ridiculous. We want to 

give our time to help out 
those less fortunate and 
we?re tied up in red tape 
waiting for yet another 

criminal check to be 
completed. This new 
scheme is welcomed! 
We?ll have only one 

criminal check that we 
can use for every 

organisation we work 
with.?  

?As a single working 
parent, I rely on child 

care from a local 
nursery. There are so 

many horror stories out 
there but knowing our 
nursery are constantly 

ensuring the safety of my 
child is a huge relief.? 

"We move from one 
hospital to another, 

sometime on a weekly 
basis. The HR personnel 
struggle to administer 
our entry because our 
agency has to provide 

our disclosure 
information. This is no 
longer a problem as we 

carry our criminal 
certificates and our 

employers can check it 
on arrival online. We 
start work straight 

away!?  

The Volunteers

The Temps
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What  does it  m ean t o you?

The Updat e 
Service

?Finally a system that 
manages my processes 

for me! DBS checks are a 
huge administrative 

headache. Hopefully this 
service means they will 
be a thing of the past 
allowing me and my 

team to focus on other 
areas within the 

department.?  

The Elderly

?I worry about getting 
older and trusting the 
people I will need to 

employ to help me lead 
an active life. This service 

helps me find 
reassurance that suitable 

characters are in my 
home.?  

"This service will 
save our organisation a 
fortune in the long run! 

No more criminal checks 
needed, no more 

laborious administration, 
no more delays to start 
in employment. It?s a no 

brainer for our 
company.?  

The HR Manager

The Boss



CBS House
40-42 Robert Street 

Pontypridd 
CF37 3DY 

  5 St John?s Lane
London

EC1M 4BH 

T: 01443 799900

E: info@cbscreening.co.uk

www.cbscreening.co.uk

Thank you for  
choosing CBS 
We look forward to working with you  


