Step 1
Use the ID validation sheet, dated December 2017, to check your applicants ID. They must provide you with three forms of ID with one document from group 1 and two further documents from either group 1, 2a or 2b. If you are having trouble finding three documents for the applicant please email lcartwright@rda.org.uk where we will be able to talk through the options. 

For online applications the group do not need to complete and keep a copy of the ID validation form anymore, it can just be used to show the applicants what they need to bring in. 

Step 2
Once the applicant has had their ID checked they can then be given the information sheet with the login details on to complete their form. Please add your unique password and username to the applicants guide sheet before giving to them. To avoid the applicant having to resubmit ensure they select ‘ENHANCED’ application and have enough time to complete as you cannot come back to a form half way through. 

Step 3
After the applicant has submitted a form the group will receive an email informing them to go online and complete the submission. Please check that all the information is there and correct before going through to the declaration.  

Step 4
The group will then go through to the application options, this is very similar to the information you complete on the back on the paper form and can be seen below. All applications will be enhanced and  for a supervised group helper will look as below. Coaches or unsupervised roles will also require the child barred list check but only if your group teach children. The adult barred list check is never required.
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Step 5
You will now get through to the declaration page, please scroll down to the declarations by the nominated person/ ID checkers. You will be required to confirm the boxes and enter your name. 
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Step 6
The submission has now been completed; you can track the applications progression, find the application reference number and see when the certificates are completed through your dashboard at the top of the page.
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Step 6
Now the application has been completed you may receive an E certificate that unless stated will allow you to view the certificate straight away on email. If something is disclosed they will ask you to wait to view the document, please ensure you ask volunteers to bring their certificate in if you are unable to view the E-certificate. Hopefully a volunteer’s application will read as follows:
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Whereas below will show the level of check required by those who are in a position of regulated activity and the role is described or equivalent to: Coach, Session Leader / Organiser, Centre / Yard Manager, RDA Whip and the role requires the individual to work with children. If a volunteer at the group becomes a coach or similar they will then be liable to have another DBS application done under the higher level.
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Please note that if an applicant does not receive their certificate within 19 days of the issue date they will have to contact DBS, due to the confidential nature of the certificate, to discuss getting a reprint. More information on this can be found at:
https://www.gov.uk/government/publications/dbs-certificate-reprint-guide/dbs-certificate-reprint-guide 


It is also very useful to encourage your volunteers to join the update service. This will mean in three years the volunteer will not have to resubmit a new application they can just complete an update service form, giving you permission to check the status of the certificate online.

The benefits of the update service include:
· Free for volunteers
· Certificate is transferable across multiple organisations
· Less time filling in forms
· You can have multiple certificates managed from one area
[bookmark: _GoBack]
To join the Update Service please visit:
https://secure.crbonline.gov.uk/crsc/apply?execution=e1s1 
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v I have read the basic/standard/enhanced check privacy,policy.for applicants and | understand how Disclosure and Barring Service will process my personal data and the options

available to me for submitting an application.

1 understand that my consent for this application can be withdrawn at any time before processing by noifying the registered body (DS Disclosure Services Ltd) and the employer
directly. 1 understand that after processing, | can have my details deleted, if my consent is withdrawn.
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) I confirm that the requiste documentation and information has been supplied and checked in accordance with DBS (formerly CRE) ID checking.

Q

Q
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I dectare and confirm that the true identiy of the applicant has been established and verified, by examining a range of documents as set out in the DBS Guidance, that the

applicant current address has been veriied and that the personal details provided by the applicant have been verified (this latter point pertaining o title, current name, dat of

birth and, where provided, national insurance number, driving licence number and passport number).

1 dectare that the information I have provided in support of this application is complete and true and understand that knowingly to make a false statement for this purpose may
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1 confirm my understanding that the applicant’ Disclosure information will oy used for the specific purpose for which it was requested and for which the applicant’ full consent.
has been given.

1 confirm that unless the nature of the applicant’s position allows RDA PARK LANE STABLES under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 to ask
questions about the applicant’ entire crimina record, they will only ask about unspent criminal convictions as defined in the Rehabilitation of Offenders Act 1974,

' person checking ID must not be the Applicant (MISS ROSIE ANNE MOORHEAD)

SUBMIT APPLICATION

2015 Disclosure Services All Rights Reserved
4 by Primo Interactive:





image3.png
! ® Search Resuls ~ Salesfor X ) b Disclosure Services

x N Disclosure Checks

%70 Oiclorendtaring s x Tom Dutverd: ivs - % | S - ===

C | @ D8 Disclosure Services Ltd [GB] | htps://www.disclosureservices com/client-area/default asp?submitted=18sa=1# 7|

Disclosure Services

informed & secura
A Dashboard

i New Application

1B Reports

& Renewals

18 DBS CRSC Status Check
1 Check RTW in UK

9 Account Management

 Settings

© Library

Contact Us

Tel:
+44(0)1691 662255

UK Text Relay / Textphone:
18001 01691 662255

info@s

closureservices.com

Operational Services, Office Hours
Mon - Fri +44 (0) 1691 662255

Out of Hours (up to 20:00):
Mon - Sun +44 (0) 797 608 2099

Our Offices, including Out of Hours
service, are closed for Public/Bank
Holidays

Feedback  Logout

Submitted Completed

Dashboard

RDA PARK LANE STABLES

@ Thank you, your appli the ‘submitted” table.

tion has been submitted successfully and will now appear

| ey Fe—

| Show 10 Records ~ | Search

. Name s

Position s

adions &
S

Date of Birth s
Showing 1o 1 of 1 records

et | [ previous | (1 [wext | [uast |

£ Account Management I Disclosure Application Progress

@ Application Statistics I Daily Disclosure Applications

I Disclosure Application Summary





