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FIRST STEPS...

BY FOLLOWING THESE INSTRUCTIONS
STEP BY STEP YOU WILL BE ABLE TO
REGISTER AND PROVIDE THE
REQUIRED INFORMATION FOR YOUR
DEBS APPLICATION.

#1 VISIT WWW. ONLINEDBS.CO.UK/EBULK/SELF - SERVICE.PHP

# 2 CLICK 'REGISTER WITH US' TO FIRST SET UP USER
INFORMATION

COMPLETE THE APPLICANT REGISTRATION FORM. MAKING
# 3 SURE TO INCLUDE YOUR FORENAME, SURNAME, DATE OF
BIKTH, EMAIL ADDRESS AND ENTER THE
ORGANISATIONAL PIN CODE: 29159

# 4 PRESS 'PROCEED' AND ENTER THE ORGANISATIONAL
PASSPHRASE: Cardiff2019

CREATE YOUR PASSWORD (MUST INCLUDE AT LEAST 8
H L' CHARACTERS INCLUDING 1 UPPERCASE, | LOWER CASE, A
NUMBER AND SPECIAL CHARACTER)

NGOW SUBMIT... WELL DONE!



http://www.onlinedbs.co.uk/ebulk/self-service.php

NEXT STEP... ID CHECKS

AS PART OF THE DBS APPLICATION YOU WiLL BE
REQUIRED TO PROVIDE 3 SEPERATE FORMS OF
IDENTIFICATION. THERE ARE VARIOUS DIFFERENT ID
DOCUMENTS THAT ARE APPROPRIATE.

FOR EXAMPLE.

- VALID PASSPORT
- CURRENT DRIVING LICENSE
- BANK STATEMENT
- BIRTH CERTIFICATE




SO WHAT ID SHOULD | BRING?

THERE ARE VARIOUS DIFFFERENT FORMS OF ID THAT ARE
ACCEPTABLE FOR YOUR DBS CHECK - ALTHOUGH CERTAIN
DOCUMENTATION MUST BE PROVIDED TOGETHER.

BELOW YOU CAN SEE THE ACCEPTABLE DOCUMENT LIST WHICH
PROVDES INFORMATION ON WHICH ID DOCUMENTS CAN BE
EBROUGHT TOGETHER.

The Crminal Records Bureaw [CRE) and the Independent Safeguarding Authority [IBA] haowve
merged into the Disclosure ond Baming Service (DES). CRE checks arse now called DBE checks.

The perscn going through o DES check - “the applicant” - must give their employer original
docurnents proving ther identity. The document:s needed will depend an the roufe the
application takss.

The applicant rmust try o provide docurments from rouife 1 fiest.

Route 1

The applicant must be akle fo show:

* | document from Table 1, below
® 2 aother documents fromn either Table 1 or Tokls 2o or 2, below

One of the documents must show the applicant’s current address.
Route 2
If the applicant dossn't have any of the documents inTakle 1, then they rmust be able to showe:

* | document from Takble 2a
* 2 other documents from either Table 20 or 2k

One of the documents must show the applicant’s current oddress.

The organisaficn conducting ther 1D check must then also use an appropriate extemal 1D
validation semvice to check the application.

Route 3

Foute 3 can only be vsed I i hasn't besn possible to proces: the application through Routes

1 ori

For Boute 3, the applicant must be akle fo show:
* 2 birth cerificate izsved after the time of birdh [UE and Channel lslamds)
* | document from Takle 2a
3 further docurnents from Takble 2a or 2B

One of the documents must show the applicant’s current address.

If the applicant can’ provide these documents they may need to be fingerprinted.




Takble 1: Primnary identity docuements

[ocument  Tholes ]

Pozspeort

Ary currant and valid posspaort

Biometic residence permit

LK,

Current diving licence — photo cord with
counterpart

UkfEle of MMan/Channel
provisicnal)

Elands  [full o

Birth cerificate - izzuwed at time of birth

LK and Channel Eland:s —including those isswed
by UK authorities cwerseas, 2g Embbassies, High
Commizsions and HAM Forces

Table 2a: Trusted government docuements

[ocoment  Tholes ]

Cument driving licence - old-style poper
VEFSiCn

LIE

Current photo dhiving licence

Mon-UE licences must e wvalid for up to 12
months from the doife the applicant enfered
the UK

Birth cerificate — Ezued after timme of Lirth

LIk and Channee| Islands

Mamiage/civil partnership cerificate

LIk and Chaonnee| Islands

Adopiicon cerificate

UK and Chanmel lslands

H¥ Forces ID card

LI

Firsarme licencs

Lk and Chaonnee| Islands

Table 2b: Financial and social history documents

mMortgage statement

Bank or building society statement

Bank or building society account opening
confirmation letter

Cradit card statement

Finarncial statement,
endowment

eg pension  of

F45 or P&0 statement
Council Tax statement

Work permit or visa

Letter of sponsorship  from  future

employment provider

UK

Non-UK or non-EEA only - valid
only
outside of the UK at time offvalid
application

lssued in last
12 months

Issued in last 3
moanths

Must stil e
valid
Issued in last 3
moanths

lssued in last
12 months

lssued in last
12 months

lssued in last
12 months

valid vp to
einE date

UK or EEA

UE and Channel lslands or EEA,

UK

LK or EEA

UK

UK and Channel lslands

UE and Channel Islands

for applicants  resding|Must still be




Central or local government, govemment

agency, or local council document giving

entfitlement, g from the Department for||UK and Channel lslands
wWark and Pensions, the Employment

service, HMRC

EU Mational ID card MU_EJF still be
wvalid

Cards carrying the PASS accreditation loge ||UK and Channel Islands :LT; sl be

lzsuedin lost 2
months

UK - for 16 to 19 yvear clds in full
time educafion - only used In
excepfional circumstances i
other documents cannct be
prcnride-d

Muost still e
walid

Lefter from Heod Tsacher or College
Principal

ONCE YOU HAVE COLLECTED
TOGETHER 3 SEPERATE FORMS OF ID
YOU MUST CONTACT THE CAREERS AND
IDEAS TEAM TO ARRANGE AN
APPOINTMENT.

HERE WE WILL GO THROUGH THE DBS
APPLICATION AND VERIFY YOUR ID.

Cardiff and Vale College
Coleg Caerdydd ar Fro




FINAL STEPS

ONCE WE HAVE VERIFIED YOUR
DOCUMENTS AND COMPLETED
THE ID CHECK OF YOUR DES,
YOU WILL RECEIVE AN EMAIL

ASKING YOU TO LOG BACK

INTG YOUR POKTAL AND MAKE

A PAYMENT OF £45.04.
CONTACT Us

IF YOU WOULD LIKE TO BOOK AN |D CHECK
APPOINTMENT WITH US OR HAVE ANY QUERIES
REGARDING YOUR DEBS APPLICATION YOU CAN REACH
THE CAREERS & IDEAS TEAM AT THE FOLLOWING
EMAIL ADDRESSES.

- WORKPLACEMENTS@CAVC.AC.UK
- GOWENI@CAVC.AC.UK

- CWADE@CAVC.AC.UK

- LELDRIDGE@CAVC.AC.UK




