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Welcome to CBS B

THE SCREENING HOUSE

The following document is designed to help our customers
better manage their processes relating to DBS Checks and
the Updating 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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we have recehved all required documents and are pleased to provide you with your username and passward allowing you to log in our system and begin the CRB Process.
L] L]
Please follow the link below ensuring the username and password are copied and pasted in o the fields provided. E m a I I I Og-l n

Usermname: yourcompany

Passwond: apyglijhal d eta i I s

Your company name 52 YOURCOMPANYLTD
To acoess the system please use the following link:

httpsyfsecure mapitandgo.co.uksite s chs 2000 nde . himl

The address detods we have on file for you are;
15 The Street, Londen, EC1 280D
Tel No: 01234 456789

Emai: gnguiries Dchscregning.co.uk A g A
’ Following receipt of the required
Should you be unable to log into the systern please retry the log in detsils by copying and pumgmenfmationmvidm abave. document for I‘egistl’ation you

For further assistance please contact our offices on 01443 795900, . . . . e
will receive an email providing your

Regards, CBS . A
log-in details:

By following the link provided in
the email shown here, you will be
directed to your log-in page.
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Enter log-in

details
Administration Login

Usemame |

Password

N

Please ensure you copy and paste
the username and password
provided.
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¢ . COMPLETE
BACKGROUND
4 SCREENING o
Y S Disclosure

Search Screen

/

Company: Complete Background Screening
Applicant search screen Change password Logowt

Search Applications You will then enter the Disclosure
Database/Applicant Search Screen

add new DBS Apphcation Add new BASIC Application hicl | ? - this page allows you to create,

submit and monitor all
applications.
Search Staws Al Statuses. - [ FIFHJMEH_:;&_IJQ!'}_]

Please ensure you change your

password using the option above to

something more memorable. For
security reasons, your original

To create a new password, is for initial use only.
criminal check, select
'Add new DBS Applicant.'
A new window will
appear.
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Create New DBES Application

Please complete the required fields belaw in order ba create a criminal apphoation.

[Mease note, Standard or Enhanced Disclosures should only be requested in accondance with legislation and

your contractual agresmant with CBS. If undertaking the Enhanced level disclosure. you can only tick the lists
below for sccess to the Children or Adulk barred list if the indhadual undertakes & "Regulated Activity').

[SPORTS COACH |

The DBS and lecal police forces must clearly understand the rele uf l‘."l-!- applicant and the vulnerable individuals
they will ba working with. Therefore, please state the type of "Workforca' the applicant will be involved with.

Waorkforoe
® Child Workforoe
2 Adule Werkdfarce
(2 child and Adult Warkforce
O Other Workfores

Position applied for [CHILD WORKFORCE - SPORTS COACH |
Qirganigation nirrw['l'.l‘SA ]

Please state the level of disclosure required for this individual.
[ standard Enhanced

E applicant is & Voluntesr
Hin ouaBiies 23 A wihriaac?

Bl Are you entitled to know whether the applicant is registered on the DBS Children Barred List?
[ Are you entithed to know whether the applicant is registered on the DBS Adult Barred List?

Please select the level of checks required bo access the DES Updating Service
) Register applicant to Updating Service cnly
(w0 Rasgistration is not requined

Applicant's surname |
Applicant's forename |
Create unigue uumlm&l
med[ | Click 1o create passwond |
Applicant’s email address (if applicable) | |
Gone Cod ]

S | S S_— _—

| Creste spplication |

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.
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How to create an
Application

This page MUST be completed in
order to generate an application.

This page must be completed in line
with legislation as you are unable to
request information on an
individual's criminal history unless
you are legally entitled to do so.

You should only select access to the
Barred Lists if the applicant meets
the criteria defined as regulated
activity.

DBS Guidance Notes
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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 .

Applicant search screen

Add new DBS Apphcation

Search laylor

1todofd

AppNo First Sumame
PPNO| Name [PUMaMe) -

64584 RACHEL TAYLOR NEWAPPL DBS

82084 RACHEL TAYLOR NEWAPPL DBS
72854 RACHEL TAYLOR NEWAPPL DBS

72071 RACHEL TAYLOR MNEWAPPL DBS

Change password Logout
Search Applications

Ay new BASIC Application

Staus New Application - [ Find Apphcation |

Apphcant
Submitted
04-03-
2014
26-02-
2014
05-12-
2013
28-11-
2013

i\[:'i.l:*.';hlﬂr'l 10's| Comments Adult] Updating J'_t;}ph.r.mt
Form First | Service |Payment

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.

THE SCREENING HOUSE

Once an application has been created,
return to the ‘Applicant Search Screen
and locate the required application.

There are two stages to every
application.

Stage 1 - complete the application
form

Stage 2 - complete ID validation

Stage 1 can be completed by the
applicant or employer. Stage 2 can
only be completed by the employer/
appointed person
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Stage 1 of the process is now complete

In order to submat the apphication to the DBS identity
documents must also be entered into the system by the
erganisation you will be working with
Please close this window

¢ o

4 Ceourrsea By AppisteTt

"ul-wqﬂﬂnn-ulnmm-mnmdnmwd_

OCBS
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Once an application has been created,
return to the ‘Applicant Search Screen
and locate the required application.

There are two stages to every
application.

Stage 1 - complete the application
form

Stage 2 - complete ID validation

Stage 1 can be completed by the
applicant or employer. Stage 2 can
only be completed by the employer/
appointed person

DBS Guidance Notes
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Applicant search screen Change password
Search Applications
Add new DBS Application Add new BASIC Apolication
Search laylor Status New Applcation
ltodofd

64584 RACHEL TAYLOR
82084 RACHEL TAYLOR
72854 RACHEL TAYLOR

72071 RACHEL TAYLOR

NEWAPPL DBS

NEWAPFL DBS

NEWAPFL DBS

NEWAPPL DBS

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.

Stage 2

ID Validation

DBS Guidance Notes
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¥/ ROUTE 2 (please tick here to select Route 2 validation)

If you are unable to validate identity via Route 1, you are required by the DBS to undertake an External ID
Validation check. In order to request this please click | here |

Route 2 validation PASSED Yes Name of ID
checker

ROUTE 3 (please tick here to select Route 3 validation)
1f you are unable to validate identity via Route 1 and the application failed a Route 2 External ID check you
are able to complete Route 3, please dick

1D v Y Name of ID
D vabdatad via Route 3 L b

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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ID Validation

Not all fields are required for
completion.

However, you must ensure the
individual is who they say they are,
and follow the Home Office
guidance notes provided in your
original registration pack. If the
system requires further information
or detects and error you will be
alerted to this.

DBS Guidance Notes
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ID Validation Page - Final Check before Submission

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.

¥ Ane yau antithed 1o know whather Ba spplcan! o regalensd &5 the DA hdres Baimed Lint?
Arg you antithed 1o know whather B appbant f regubensd o5 e DS Sdult Barred Lag?

Dt el p melen, viegivie W shoneg wrh children or sdults o1 the spplcean’s o Jodvess?
Dl rrle, b e el el | e DB e skis Cleilh suleianl kel g o W jgepdel el s e ikdewi
el m Eemdy B iy e pro e

ez F Ko

Plrass stade the bwel of disclosure requeined foe Bhis nadieicusll
SEarsdacd + Emhanced

& Appkcant m & Wolsrdeer
Apsbean!'s sumissa TLSTLH
Appdan's Heienareas JOE

CRgdle ragat Ubamanrag Eerbidkiin 1R05

Passsord poblities 1245 b B 2 il Pririielnd

Apple st n evnal addrous [# apphcable] i ITA0u OOmEsaTy 00 Uk
Entemal Aeferescs [ apploable]

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:

Farm Submitted

The applcation [ofim kas been successlully completed and will be processed by the DBS. Pleass view the
commients box on the Apphoant Search Soreen i order 1o track the progress of any apphoations

Please close this window

OCBS
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ID Validation Page

Final Check before Submission

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:

DBS Guidance Notes
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to these checks in advance of
receiving the completed criminal
disclosure. In order to access this
service, please select the
appropriate pencil.

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, DBS Guidance Notes

status, etc. :
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Subject Line: DBS Result Received
Dear <Contact Name>

Please be advised the following disclosure is now
completed.

Name: <Name of Applicant>
Certificate Number: <00112233445566>
Certificate Issue Date: <01/01/2015>

Status: Complete.

In order to view the full disclosure information,
please log into your disclosure database, search for
the application and click ‘Audit Trail & Results’

If you require any assistance please contact <your
contact details=

Kind Regards

(Your name)

Subject Line: DBS Result Received
Dear <Contact Name:=

Please be advised the following disclosure is now
completed.

Name: <Name of Applicant>
Certificate Number: <00112233445566>
Certificate Issue Date: <01/01/2015>

Status: Please wait to view applicant
certificate.

In order to view the full disclosure information,
please log into your disclosure database, search for
the application and click ‘Audit Trail & Results’

If you require any assistance please contact <your
contact details>

Kind Regards

{Your name)

The applicant will receive
a copy of their criminal

You (the employer) may
wish to consider adding this

certificate. The DBS will send it == person to the Updating Service

to their home address up to ten
days after you receive one of
the above emails.

in order to receive updates of
any change to the applicant’s
criminal information.

CBS
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Disclosure
Completed

On completion of the disclosure
process, the system will automate
an email to the employer advising

the status of an application. This

will include, the disclosure number,
date of issue and whether any
criminal information is held on the
applicant.

You will receive one of the emails
shown on the left.

DBS Guidance Notes

Continued overleaf




L0 JOE BODGS NPRAMRL 0SS 500 LSS S e S
S0 AAN  MOSGE nrmu pes 33O s S S anean F

L THE SCREENING HOUSE

Click Audit Trail
DBS Results

& Results

Disclosure Results

You are then
able to view a
summary page of the
disclosure results in a
printer friendly
format

DBS Guidance Notes

Continued overleaf




If a person has a criminal history the following five steps will take 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

Step 2

Dear Joe Tester

Please be advised your criminal certificate has been completed by the
Disclosure and Barring Service and will be sent to your home address shortly.

Your employer has been informed the disclosure process is complete and
Information is contained on your ciimingl record.

Your employer requires a copy of your certificate in order to assistin
determining your suitability for the role applied.

Please provide your disclosure certificate to your employer promptly to avoid
delay and begin your employment at the earliest opportunity.

Regards,

Disclosure & Barring Team

[ Certificate viewed / Stop reminders
e B Em— oK
P — —
i

|

DBS Updating Service, selected: M
DES Updating Service, selected: W

Administrator/Employer has viewed certificate, email reminders deactivated.
Disclosure certificate seen. Minor criminal history displayed. Applicant deemed suitable

| for role.

Step 3

Please be advised our reconds indicate the following individualis] are in receipt of their eriminal disclosure

certificate:
Surname: TESTER Forename: JOE

A previously advised the disclosure cenificate details information provided by the DBS regarding the applicant’s
criminal history.

A the emplayer, it is recommended you contact the applicant to request a copy of their criminal disdosure
certificate In order to determine theldr sultabllity for post. An emall has also been sent to the applicant
requesting they contact you to provide a copy of the eriminal information.

‘We have Introduced a process within the system to help you manage this process. Therefore, you will continue
o receive this email until you notify ws of receipt of the disclosure certificate.

Once you have seen/recetved the certificate please advise the us aceardingly:

+  Loginto the DBS Database

= Search for the applicant

*  Click on the statws lists under ‘Updating Service”, e, Inactive, Registered, etc
= Seroll to the bottom of the page and select "Stop Reminder’

The awdit trail within the system will record this action and stop further emalls being generated.

Regards,
CAS Disclosure & Barring Team

L Date ___|]
10-07-2013 10:54:03
11-07-2013 11:43:58
24-07-2013 14:20:39

24-07-2013 14:20:41

CBS
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Criminal
Information

We can help you manage this.

We appreciate that as the
applicant only receives a hard copy
of the criminal certificate it is
difficult for employers to manage
this and ensure sight of the criminal
information while also retaining an
audit trail of the events - We will
help you manage this entire
process!

DBS Guidance Notes
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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)

Search bloQgs

lto20f2

o Applcant | Applcation l Updal:rlq Apphcant | Audst Trad
mm. Payment | & Results

104060 JOE

53806 JULIE

BLOGGS NEWAPPL DBS

BLOGGS NEWAPPL DBS

Status -All Statuses - [__Find Appicabon |

03-09-
2014

13-06-
2013

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.

CBS
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The Update
Service

Many organisations enhance their
safeguarding procedures by
registering individuals on the
Updating Service.

This service provides employers
with the ability to continually
access an individual’s criminal

disclosure to ensure there has been
no information added, therefore,
ensuring the continued suitability
of the candidate.

DBS Guidance Notes
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"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.”

GBS

THE SCREENING HOUSE

The Update
Service

This page allows you to:

* Request registration to the
Updating Service
* Upgrade your rechecking
requirements
* Track all status checks View
the audit trail

DBS Guidance Notes
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CBS

THE SCREENING HOUSE

i ’ a0 Sarcice audit toall

DBS Updating Service, selected: R 15-06-2013 20:14:52
DBS Updating Service, selected; W 19-06-2013 20:24:05
This DBS Certificate ks no longer current. Please apply for o new DBS check to gat the most up to date information R T h e U p d a te

Service

The audit trail will capture EVERY event of the Updating
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

CBS will manage your checking
process, carrying out checks on
weekly, monthly or quarterly
intervals as requested. We ensure
that every status check is recorded
within the audit trail for your
viewing at any time.

DBS Guidance Notes
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fpphceni veacch doies  Chioge piidesrd  [ibcloiers detibeie 00 Ledea

Samch Appleatons

B retm DEE Bopicaten L33 rarm BAGIE SopiHTes TR Erpd Bhawid ] chae?

dura &1 5uAn. = F

H

KNG NEELM, DR CHANGED

Change on disclosure acknowledged / Stop Reminders J

Please enter your brsl comment I
I

OB5 Updsting Service, selected: B
GBS Updating S4rvice, SHected W

Fef: loe Tester Disclosure number: 123456789

Please be advised we have received notification from the Discloswre and Barring Service
regarding the above applicant,

The DB5 wish to advise that there has been a change to this indisiduwal’s disclosure {disclosure
nurnber detailed above).

We are not aware of the change to the information held, only that the disclosure is no longer
current.

In order to recelve the most up to date Information you mast apply for ancther criminal check.

Due 1o the above, CBS has introduced steps within the system to assist you manage this
process. You will continue to receive this email until you notify ws that no further action ks
required, For example, the individual may no longer be employed by you or you have created
and submitted another application In order to view this information, In crder to dlose this loop
and update the audit trail, please follow the steps below:

Log into the DBS Database

Search for the applicant

Click on the status lists under “Updating Service’, eg, Inactive, Registered, etc
Serodl to the bottom of the page and select *Stop Reminder’

If OB can assist further please contact owr Disclosure Team on 01443 T99900,

Regards,
CBS Disclosune & Barring Team

15-06-2013 20:14:52
19-06-2013 20:24:05

CBS

THE SCREENING HOUSE

The Update
Service

Thit DBS Cartificate 3 na longer carrent. Pleate apply for 8 new DBS chack logetthe |, o Lhld
PHEEL U T SA0E AR 10-07-2013 06:55:59
M"""-T"l"w.-'lmww recehred ' Chengs of Disclosure” natification, email reminders AT e
Enactivaned. 34072013 18:21:48
Bww Digclopure applied for in onder o view criminal information 24:07:3013 18:21-50

We offer all users a Management
Process to assist with a change in

If a person’s has a change to their criminal record, the following five steps will take place: disclosure information.

+ 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

DBS Guidance Notes

Continued overleaf




“As Chief Executive
of a Local Authority |
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.”

The Teacher

“Ilook after parent’s

most prized possessions
every day of my working
life. It's vitally important

Private Care they can be continually

reassured their children
are in safe hands!”

"Every time we get a hew

helper we can go online

and check their criminal
history. Simple!”

CBS

THE SCREENING HOUSE

The Update
Service

What does it mean to you?

DBS Guidance Notes
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CBS

THE SCREENING HOUSE

The Temps

“As a single working
parent, | rely on child The U pdate
care from a local .
nursery. There are so Service
many horror stories out
there but knowing our

"We move from one
hospital to another,
sometime on a weekly
basis. The HR personnel
struggle to administer

The Volunteers

our entry because our
agency has to provide “We volunteer three nursery are constantly
our disclosure times a week for different ensuring the safety of my
information. This is no charities and groups in child is a huge relief.”
fonger a problem as we the area and need a
carry our criminal different DBS check for
certificates and our each of them. Its
employers can check it ridiculous. We want to
What does it mean to you?

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.”

on arrival online. We
start work straight
away!”

DBS Guidance Notes

Continued overleaf




The Boss

The Elderly

"This service will

. - “I worry about gettin
save our organisation a - X Y g g
fortune in the long run! y older and trusting the
. i \ 3 - eople | will need to
No more criminal checks P /p to hel lead
needed, no more The HR Manager emp O.y O. P me eq
laborious administration - an active life. This service
¢ helps me find
no more delays to start e p J :
in emplovment. Its a ho Finally a system that reassurance that suitable
bl: ai% or for. our manages my processes characters are in my
. for me! DBS checks are a home.”
company.

huge administrative
headache. Hopefuily this

service means they will

be a thing of the past

allowing me and my
team to focus on other

areas within the
department.”

CBS

THE SCREENING HOUSE

The Update
Service

What does it mean to you?

DBS Guidance Notes
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CBS House

40-42 Robert Street
Pontypridd
CF37 3DY

5 St John's Lane

Ry Thank you for
choosing CBS

T: 01443 799900 We look forward to working with you

E: info@cbscreening.co.uk

www.cbscreening.co.uk

VIBRANT
NATION



