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An Applicants Guide to completing the online E-DBS Application Form 

For information the Criminal Records Bureau and Independent Safeguarding Authority are now known as the Disclosure Barring Service (DBS). 

General Advice 

The purpose of this guide is to allow you to quickly and easily complete the online DBS application form. Please take time to read this document before commencing. 

Required documentation

The online DBS application form requires you to record details of certain documents (if you have them) in the application form. It will therefore help you to have the following documents available before you start - National Insurance Number, Passport and Driving Licence.

Helpful hints
· All fields marked with an asterix * at the right hand side of the box are mandatory and must be completed;

· The progress tracker at the top right of the screen will prompt you to complete any missing mandatory fields;
· Please remember to click ‘save and proceed’ to move forward to the next section;
· Where you see an ‘i’ icon, this indicates that there is information available which you should read to help you fill in the field correctly. 

Getting Started
When you have clicked on the ‘Apply for a DBS Check’ link you will be taken to North Yorkshire County Council’s website and asked to register for an account by following the instructions as prompted in the ‘New Users’ section.
Please note that if you have previously registered with NYCC in connection with a job application you will need to login with your existing username and password.
Step 1 – Completing the online DBS form

You will need to complete all sections of the online DBS application form as follows: 
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Personal /Applicant details 

Please complete all mandatory fields. Please take care to record surname and forename in the correct fields. 

Address Details: If you have lived at a different address in the past 5 years, you will need to record details of ‘from’ and ‘to’ dates. Please ensure that the post code is recorded in upper case. If you have lived in any of the Channel Islands, you will need to select UK as the country. 

Personal Documents
If you hold any of the following documents, you must record the appropriate identity numbers on the form:

· National Insurance Number; 
· Passport Number; 
· Driving Licence Number. Your driving licence number contains the first 5 letters of your surname (or all if it is shorter than 5 letters), and your first 2 initials (only one initial if you don’t have a middle name). Validation is applied to compare this information with data recorded on other parts of the form, so if you are experiencing a problem with your driving licence number, it maybe for one of  the following reasons: 
· If you have changed you name since applying for your driving licence your licence is not valid for the purposes of verifying your identity. In order to submit the application form successfully you will need to answer ‘No’ to the question – Do you have a valid driving licence? 

· If you didn’t include your middle name when applying for your driving licence, for the purposes of submitting your online DBS application, you must leave the middle name section of the DBS application form blank. 

Declaration 

Please complete all questions in this section. 

Submit the form 

· Once you are happy that you have completed all mandatory fields, you should click ‘submit’. If you wish you can save a copy for your records.
· You will receive an e-mail to confirm receipt using the e-mail address that you have registered with.  All correspondence will be sent to this e-mail address so please ensure that you regularly check your e-mail account.
· If there are errors within any sections of the forms, this will be indicated to you by an ‘x’ showing against that section (right hand side of the screen). You will also be shown a list of the errors contained within each of the sections that will need to be corrected in order to submit the application. You will not be able to submit the form if there is missing data or if you have entered data into a field in an incorrect format. 

Once you have submitted your online DBS application form you need to complete step 2.

Step 2 - Verification of Evidence 

· Once you have submitted your online DBS form you will need to provide documentary evidence on a face to face basis to Human Resources to prove your identity. Please bring your documents to the Council offices at Belle Vue Square, Broughton Road, Skipton.  Before bringing your documents please call the HR team on 01756 706210 to make sure that someone is available to see you.
· Documentation listed in the DBS Identity Check Guidance is the only documentation that can be accepted so please read this carefully to ensure that you provide the required documents.
· Your online DBS form will not be progressed until we have seen your proof of identity.
Step 3 - Processing your DBS application and receiving your results 

· Once you have provided your proof of identity, this will be matched with your application and full application will be submitted to the Disclosure and Barring Service (DBS). 
· The expected turnaround time with DBS is approximately 7-10 days but could be longer.

· On completion DBS will send you a paper DBS certificate to your home postal address.
· We will also be sent confirmation that your check has been completed.

These options provide additional functionality, eg save and print your application.


The progress tracker allows you to check that you have completed all sections correctly.


There is additional guidance available here.








