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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://www.matrixscreening.com/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.
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https://www.matrixscreening.com/cheqs/applicantLogin.do?applicationType=dbs

Step 1: Log In

1.1 Click on DBS Application Form — Start Application

[T Online Disclosures

C' | @ htips: //disclosure.capitarvs.co.uk,/ch
Apps | VRM S/ DBS €Y St John Ambulance - E...

CAPITA

RECRUITMENT VETTING SERVICE

flogin.do
o= Duty and Information ...

folunteer vacancies

DISCLOSURE AND BARRING DISCLOSURE SCOTLAND APPLICATION MANAGEMENT
SERVICE (DBS) APPLICATION APPLICATION
L licant complet: [ Th
. ecked and
bulk submission for
tland

Start Application »

Manage Applications.

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

Organisation Reference —......c.cocvvnenene.
Password — .

V' 1© onine pisclosures

-«

c https‘/fdisdosure.capitarvs.co.ukfcheqs/applicantl_ogin.do?appliciti?}(pe:dbs

ops [ VRM 2 DBS €3 St John Ambulance - E... e Duky and Information € volunkeer vacancic;

CAPITA

RECRUITMENT VETTING SERVICE

Please enter your reference number and pass

fd to start a new application

Start New application

©raanisation Reference (*): “

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

) orline Disclosures

«

*

C' A https: //disclosure.capitarys.co uk /cheas /declaration do

Sfapps [ WAM D DBS € StJohn Ambulance -E.. s Duty and Information ... €9) Volunteer vacancies

forms,

CAPITA

RECRUITMENT VETTING SERVICE

CRYS Statement of Fair Processing

By accessing this website and providing Capita Recruitment Vetting Service (CRVS) with your
personal de
processing which is summarised below.

tails, you agree to accept and be bound by the terms of the CRVS statement of fair

Using the IT specification supplied by the DBS, Capita Recruitment Vetting Service has
produced an online disclosure system, e-Bulk, which is an alternative to the standard paper
allowing you to

your application at any location nternet access,

Fair Processing Principles

service is the privacy of our users. When you supply any

to
personal information to this site we have Iegal abligations towards you in the way we deal wif
your data as follows:

1. We will hold your p inf ion on for az lang ss nesded to mest fhe
& you have requested, and remove it In the event that the purpose has been
2. We will ensure that all personal information suppll s held securely, in accordancg th the
Data Protaction Act 1998.
3. We will provide a safe and secure experience for users of this site.
4. Ve will ensure that the information you submit to us remains private, and is onlf used for
the purposes set out below.

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 who need it to do theifjobs.

ns affecting you are made on the basis of reliable and up to ghte information.
formation is protected from unautharised or accidental

Inaccurate or misleading data

Procedures are in place for dealing promptly with any dispute.

All information requested is used salely for the purpose of produ DBS certificate and is

collected, stored and processed by CR¥S and the DBS in accordancefvith the Data Protection

Act 1998, We will reat your personal information as confidential afid we close it to

any third party except: (i) wi agreement; (i) as necegbary for providing our e-bulk
anline disclosure service to you; or (iii) 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

 a policy for secure storage, handling, use, retghtion and disposal of Disclasures anfd
Disclosure Information

The CRVS e-Bulk solution is hosted wi an 15027001, Capita owned data centre and all

components of the service are protected by intrusion detection and intrusion prevention

devices. tompleted applications are fully encrypted and securely transferred to the DBS uging

the e-Bulk Interface.

I have read and understand this statement (tick to confirm)

' C online Disclosures

C' A https: //disclosure capitarvs ook /cheos /oreWarn do
apps [ VRM | DBS @) StJohn Ambulance - E.. e Duty and Information .. &3 Yolunteer wfcancies

‘_

*

CAPITA

RECRUITMENT VETTING SERVICE

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

If you do not hold atleast one of the |dent|ﬁ:at|on documgnits listed below you should seek
from the this Certifidate on you prior to starting your

application as you may not be able to submit your applicftion enline.

« Current ualid Passpart

« Biometric Residence Permit (K]

+ Current Driving Licence (UK, Isle of Man/Channel Islgfds) (full or provisional)

« Birth Certificate (UK & Channel Islands) - issued withfn 12 menths of your date of birth

i we might be required to d ke an Efternal ID Yerification Yalidation check. If
50 this is undertaken independently and may requirfPyour consent.
Please read the d DBS list of ion for details about the

lentification we require. You can get further guidance about the DBS Certificate process at
www.homeoffice.qov.uk /dbs.

Please note, only English language applications can be submitted online - Welsh I

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
application form must be completed and submitted to the Disclosure % Barring Service.

I have read snd understand this ststerment (tick to confirm) |

==

Q1
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Step 4: Complete the Application Form
4.1 All fields marked with an Asterix (*) are compulsory

&«

Apps

© Online Disdosures x

2 Postends Finder | RoyalMal x W\

C' @ hitps://disclosure.capitarys.co.Uk fchegs/application/personal do
[JvRM C/oBs € Stlohn Ambulance - E.. e Duby and Information .. €Y Yolunteer vacancies

CAPITA

RECRUITMENT VETTING SERVICE

1) About You

The application form is 3 simple § step process, please complffe all fizlds provided, .
Information
Mandatory fields are denoted by (*)

Middle Names

) Pleaze supply all middle names,
Personal Details espadially those that sppear on
your identity docurnents, 2.9
passpart, drving licence, birth

Gendar () Epr—— certificate, ete,
Title (*: - select - v Failure to comply will result in
delays.
Forename (%) L.
nguage

only English languags spplications
can be submitted online. Walsh
language applications must be
submitted using the paper
application route. IF you require

Middle name 1;

Middle name 2;

Middle narme 3: your certificate to be produced in
the Welsh language please contact
Surname (*]; the organisation requesting this
application on you as 3 Walsh
Date of birth (*): — 1 languzge application farm must be
oo Lt} SAARS cornpleted 2nd then submitted o
WI Humber: the Disclasure & Barring Service,

Minimum age for DBS checks
Someone who is aged under 16 at
the time of application is not

Contact Details allowed to apply for a DBS check.

Language ()

Te spead up the resalution of any queries with yaur application please provide 2
telephane number or email address we can use to contact you

Telaphone No:

If you have an email address please supply this to allow an autarnated email to be
sent to you to confirm your application has been submitted

Email Address:

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

4.2 If any information is not correct you will be shown an error message. You will be required to amend

the information before moving onto the next screen

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

)/ Tl cnine isclosures x

«

5% apps

C' @ hitps: //disclosure.capitarvs.co.uk/cheds /application/addressHistory.cdo

[y vRm C/DBS B St John Ambulance - E.. == Duty and Information .. € Volunteer vacancies

CAP

RECRUITMENT VETTING SERVICE

2) Address History

Pleaze anter your curvent sddrass -
Information

Addrecs Dates
There cannat be any gaps or
cuerlaps in your sddrazs hiztary.
Fleaze snsure that the manth and
yaar fram a previous address ars

Current Address

address Line 1 (¥): [

Address Line 2/ repeated as the same date at the
stark of your next address,

Town (%) Students who suitch betwean thair
permanent residence an

Caunty edusational =stablishment must
enter each address with dates

Country (%) e v consecutively e.g. parents address

DeeD3-Jan 10, University sddrass
. Jan 10-Msrch 10, parents sddress
Date from (*] - v | [rerr- v March 10-April 10 et Do not run
addresses/dates simultanenusly as
vaur form will be rejected by the

# Previous Hext » Postcode

Pleass ensure you fully enter your
posteade, partial pastcodes wil
cause your form to be rejected by
the DBS. If you can't remermbar
your pastcode use the Roval Mail
UK Postcods Finder,

No Fixed Abode UK
vou were of no fixed abade
within the UK please enter the
nearest hostel address ta the
lacation you wers based,

Foreign Addresses
If you haus travelled sverseas and
cannat supply the address for 2
foreign country then please enter
“no fixed abede” in address line 1
and town.
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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

' C Online Disclosures » Y o Postcode Finder | RovalMal %

« C | @ htips: //disclosure .capitarvs co .Uk /chegs/application/addressHispfry do
Apps [ VRM S/DBS €@ St John Ambulance - E... e Duby and Information & volunteer vfancies

CAPITA

RECRUITMENT VETTING SERVICE

2) Address History

Please provide your address history cgfering the last 5 years
You should o dar starting with the most racent, your LU L

istory needs to include Feb 2009 - present, s provided rust alsa be
s and net contain any gaps.

B g
Continuou: Address Dates

There cannot be any gaps ar
overlaps in your address histary.
Plzase ensure that the month and
year fram a previous address are
repeated as the same date at the
start of your next address,
Students who switch between their
permanent residence and

Click an the 'Add address’ button below to add an address

R Smpleted the 5 year address history.
Click next'to proceed.

Address From To educationsl establishrment must
anter each address with dates

&2 YORK STREET consecutively 2.9, parents address

LONDON Jan Cec 09-Jan 10, University address

WiH 1PS 1388 Present | Edit Jan 10-March 10, parents address

UMITED KIMGDOM March 10-April 10 etc. Do not run

addresses/dates simultaneously as
wour farm will be rejected by the
Add Addvess ces.

Postcode
Please ansure yau fully enter vour
partial des will

( Hext # j cause your form to be rejecked by

the DBS. If yau can't remarmber

your postcade use the Royal Mail
UK Postcode Finder,

No Fixed Abode UK

If you were of no fized abods
within the UK plesss antar the
nearest hostel address to the
locstion you were based,

Foreign Addresses

If you have travelled overseas and
cannot supply the address for a
foreign country then pleass enter
“no fixed abode” in address line 1
and town.

5.5 Click Next

Step 6: Birth Details

6.1 Enter the details of your place of birth

=2a Postcode Finder | Royal Mal x S8 /%

<« C' | & htips: //disclosure . capitarvs co Uk /cheas fapplication/additional Info.do

“ apps [ vRM Z/DBS  €B) St ohn Ambulance - E... s Duty and &9 volunteer vacancies

CAPITA

RECRUITMENT VETTING SERVICE

T/ online Disclosures x

Please complate the follawing agitional information
Informat|

Place of Birth change of name(s)
Flease ensurs that where names

change they run in date order and

Caunty Other names
If you have used any other names

Gountry (¥ at any time during pour lifetime

- Flease select - S please pravids tharm
Wationality at birth (") -- Fleass salect -- v Aliases
Please supply details of any alias
Have vou changed ¥our | planse seleck - ¥ narmes you may have use
nationality since birth? including dates from and tao, 2.9
*) william knawn as Bill atc within the

Gther Mames section. Failure ta do
- Please select -- ¥ 50 could cause vour spplication to
be delayed or rejected by the DES.

Have vou changed your
birth surname? (*)

Other Names

Please provide details of any other names used ot any time during your lifetime and the
dates during which the narmes were used, Please enter 2ach forename and surnams
separately using the 'Add Name' buttan below.

Name Type From To

Mo records have been created

[t

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

' | online Disclosures x

« c hittps: //disclosure.capitarvs.co.uk /chegs/application/employmepf.do
Apps [ wRM S/ DBS € Stlohn Ambulance - E... = Duty and Information ... €3 valunteer vAtancies

CAPITA

RECRUITMENT VETTING SERVICE

4) Employment

Please cornplete the fizlds below
Inform:.

Position Appliad For
Please insert the correct job role as
supplied o you by yaur

Pesizem pples Fer ©5 currentinew employer,

Employment Details

Employer Hame () ST JOHN AMBULANCE LON Mo sbbreviations ar scronyms are
permissible, e.a. Nursery Asst
should resd Nursery Assistant or
SMEA should resd Schocl Maals
Conviction History Superuisory Assistant
IF waluntesr do not enter just

Please rafer to: Rehabilitation of the Offenders Act. The DBS can no langer rermoue voluntesr, pleass snter in which
convictions, cautiens and reprimands held en the Police Mational Computer® capacity your job role is &g,
*For exceptions to this legislation or for more i ion please refer to
of Offenders Act 1974 at: Employer Name
This has been defaulted to the
k fuksi /201371198 /pdfs/uksi 20131198 en.pdf organisation yau are applying
through but can be amended if
Do you have any convictions, cautions, reprimands or final warnings that are not defined required,
as 'protactad’ by the Rehabilitation of Offenders Act 19747 (*): -~ salect - ¥

Conviction History
If you have suer been convicted of
a eiminal offence or received a
caution, reprimand or final warning
that is not 'protected’ as defined
by the Rehabilitation of offendars
Ack 1974 (Exceptions) Order 1875
(as araended in 2013) by 51 2013
1198 you must select Yes,

For mare information see
Eehshilitation of Offenders 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 Online Disclosures x4
€« C' B hitps: //disclosure capitarvs.co.uk /cheqgs/applicatior irm.do
Apps [ VRM | DBS @ S5t John Ambulance - E... + Duty and Information ... @ Yolunteer vacancies

CAPITA

RECRUITMENT VETTING SERVICE

5) Confirm

Application Confirmation and Consent

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

bottorn of this page and click the Complete button.

Personal Details

Title: MISS et
Forename: TEST
Middle Names:
Surname: APPLICATION
Date of birth: 06/06/1976
Gender: FEMALE
Contact Details
Edit

Language: ENGLISH
Telephone No:

Emnail Address:
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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 JOHM AMBULAMCE LOM

Pasition Applied For

Ernployer Name:

Ha

Applicant Consent

By completing this form 1 cor

Barring Service for the purpose Xz Disclosure Application,

I confitrn that the information that T
complets and true and understand that

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

8.4 Click on COMPLETE

Step 9: Confirmation Number

Es

nt to the transfer of my infarmation to the Disclosure and

ve provided in support of this applicatian is
wingly to make a falze staternant 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.

' S Crlne Disdosures n -

< C' { hittps://disclosure capitarvs co.uk /cheas/zpplication/thankyou.do

apps [ WM C0BS Q) St Jobn Ambulance -

CAPITA

RECRUITMENT VETTING SERVICE

offe Duty and Information .. ) Wolunteer vacandiss

inn Complete

@ Yourreference numberis 705APPL620783 ‘

Make a note of this referance and amange to visit your employer or registerad body to
have your identification verifizd, you will need to bring evidence of your identity from the
list shoun on the right.

ID Document Rules

You uill now be required to have your identity verifisd by the organisstion rquesting this

an yau in d with the DBS ID guidel In the event that your
identity cannat be verifisd via the documents you held (for example, valid Passport, UK
Driving Licence, Birth Certificate, UK Residence permit) you will be required to complete a
paper spplication and give your consent to have your fingerprints taken.

For a full list of acceptable forms of identification please read the document BBS list of
acceptable identification,

Tf your fingerprints are required this will require attendance at a Palice Station at an
appointed time and vill add delsy into the overall Application and recruitment pracess.
DBS will contact you directly and explain this process in more detail if required.

Fffther quidance sbout the DBS Application pracess can be sccessed at
w.harnzoffice gov.uk/dbs.

9.3 Click ‘exit’ to end the session

Information

Identity Dacuments

For suitable forms of identification,
please read documnant DBS list of
sccaptable identification.
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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 Identity 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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