To apply for a DBS check with Writing West Midlands

Applying for a DBS check is a two stage process.

Stage One —you fill in the information on the online form (instructions provided below).

Stage Two, we verify that you are the person you claim to be on the form using the
documents | have already seen.

They then issue you with a certificate. If you would like to avoid the need to apply for
additional DBS checks in the future, you can sign up to the DBS Update Service for which
there is a small annual charge. However, if you are going to do this, you need to sign up
within a limited number of days of receiving the certificate. The instructions for signing up
are provided with your new DBS certificate.

Visit https://disclosure.capitarvs.co.uk/schoolshr/

Click “Start Application” button (orange)

Insert organisational reference B94AA and the password DBSCHECKS. Then click Enter
button.

Please enter your Organisation Reference and Organisation Code to start a new application

Start New Application

Organisation Reference (*): BO4AA

Organisation Code: [ ,.ee00eee



Please read the Statement of Fair Processing and then tick the box to say you have read and
understood the statement.

Statement of Fair Processing

By accessing this website and providing Schools HR DBS Service (Birmingham Gity Council) and
‘Securily Waiehdog wilh your personal detals, you agree lo aceept and be bound by the terms of the
Security Watchdog statement of fair processing which is summarised belom.

‘Security Watehdog has worked closely with the Disciosure and Barring Service (previously
CRE) 1o produce a new online disciosure system, e-Bulk, which s an allemative 1o the standard
paper forms, thereore allowing you to complete your appication at any location vith infermet access

Our oniine ser

& is commitied to protecting the privacy of our users. VWhen you supply any personal
site vee have legal cbligations fowards you in the vy we deal with your data as

nforma
follovis:
1. We vl hold yaur personal information an our systems for as long 2s nesdsd to meet he senice you
have requested, and remove I in the event that the purpose has been m
Ve vill ensure tha 2l personal informalion supplied is Neld securely, in accardance vith the Data
Fr mecnm s e
e wide 3 safe and secure experience for sers of this site
o e |ha1 b okt o e b L ok et 0oy e e s
purposes set out be

Fair Processing Principles:

‘Your personal infonmaion is oniy processed vith your knovadge
Oniy information that we actually need s collected and processed
Yourpersonalinformato s oni seen by tose 1o need 1o dothir obs.
Do st ] oy ot 2 W S

Dikionn S less i ettt o e st v el e ot

Procedures ars in place for dealing promptly with any dispute
Allinformation heid following a Disclosure vill be securely destroyed when no longer required.

In fine vith section 7 of the Data Protection Act you (the applicant) wil be provided with a copy of any
enbsidaa il sy

Allinformation requested Is used solely for the purpose of producing a Disclosure and Barring
Service ceriificate and is colleeled, stored and processed by Schools HR DES Senvice (Bitmingham
ity Counci) and the Criminal Records Bureau in accordance with the Data Protection Act 1996, Ve
wil treat your personal information as confidential and we vill not disclose it fo any thind party except
i) with your prior agreement: (i) as necessary for providing our e-bulk onine disclosure service to
you; or (i} as required by law

Any organisation which uses the e-Bulk online disclosure service is obliged 1o sign a service confract
requiring them to:
- ABide bythe Data Protection Act 1998

Have a policy for secure storage. handiing, use, fetention and disposal of Disclosures and Disclosure
information

The e-Bulk solution is hosted within an 1027001, Capita owned data centre and all components of
the service are protected by infrusion detection and infrusion prevention devices. Gompleted
applications are fully encrypted and securely transfened 1o Disclosure and Barring Service using
the e-Bulk Interface.

The Disciostre and Batring Service will refer the detalis provided on this application form to
‘government and law anforcement bodies in accordancs with any relevant legisiation. The details
Do Nias s il e T Mchmlving st sighites o s okl iy B, el

 match is estabiished, data may be refeased 1o the DBS for inclusion on any e issued
e, d-ts\\s it 0 0 o i L et s o o o b S St
abov ils provided on the appiication form may be used to verify your identity for
Dimesiaiees e s DEES o i el s by DS oL c i o
Sinentnsa hef by the DBS o inform any of 13 Bating decions mase uncer 15 poviers wifin e
Safeguarding Vuinerable Groups Act 2006

I nave read and understand this statement (tick to cenfim)

Thave read and understand o

Then click Next to continue.

You will now see the application pre-entry statement; this gives concise information in
regards to the requirements by the DBS regarding acceptable identification in support of
your DBS application.

A key requirement of the Certificate process through the Disclosure and Barring Service (DBS) is
for your identification to be verified by the organisation requesting this Certificate on you.

If you do not hold at least one of the iden

ication docymenls listed below you should seek

n 12 months of you

Sometimes, we might be required to undertake an External ID Verification Validation check. If
so this is undertaken independently and may require your consent.

Please read the document DBS list of acceptable identification for details about the identification
we require. You can get further guidance about the DBS Certificate process at
www. homeoffice.gov.uk/dbs

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

1 have rzad and understand this =t

man

{tick to confirm)

(L revions) Cveie )



Please read the Application Pre-entry statement then tick to say you have read and
understood the statement. Then click Next to continue.

The application form is a simple 5 step process, please complete all fields provided.
Inform, n
Mandatory fields are denoted by {*)

Middle Names
Plea: pely all middle names,
especially those that appear on your

Gender (*): identity documents, e.g. passport,

driving licence, birth certificate, etc.
Title (%): —- select - v Failure te comply will result in delays.
Forename (=): Language

Middle name 1:

Middle name 2:

Middle rame 3 the organisation request
application on you as a V

. application form must be completed

Surname (%}; and th bmitted to the Disclosure &
Barring Service.

Date of birth (*): -DD- ¥ |[-MM- ¥ |[vyy- ¥ Minimum age for DBS checks
Someone who is aged under 16 at the

NI Number:

time of application s not allowed te
apply for a DBS check,

Contact Details

Language (*): -- select - ¥

To speed up the resolution of any queries with your-application please provide a telephone
number or email address we can use to contact you

Telephone Na:

1 you have an email address please supply this to allow an automated email to be sent o you
to confirm your application has been submitted

Email Address:

Please enter information with care - mistakes on the application form will cause delays in
processing.

LR T
1o s win WETESEERATS

2) Address History

Please enter your current address =z
Information

Current Address Address Dates
There cannot be any gaps or overlaps
in your address history. Please ensure

Address Line 1 (*): || | that the month and year from a
previous address are repeated as the
Address Line 21 same date at the start of your next

address. Students who switch between
their permanent residence and

Town (*): educational establishment must enter
each address with dates consecutively
County e.g. parents address Dec 09-Jan 10,
University address Jan 10-March 10,
X parents address March 10-April 10 etc.
R A — Please select - ¥. Do not run addresses/dates
. : simultaneously as your form will be
Date from (*): M- ¥ | - v rejected by the DBS.
Postcode

Please ensure you fully enter your
postcode, partial postcodes will cause
vour form to be rejected by the DBS. If
vou can't remember your postcode use
the Royal Mail UK Postcode Finder.

_ 4 Previous

No Fixed Abode UK

If you were of no fixed abode within
the UK please enter the nearest hostel
address to the location you were
based.

Foreign Addresses

If you have travelied overseas and
cannot supply the address for a foreign
country then please enter "no fixed
abode” in address line 1 and town,



Please enter the text “Creative Writing Workshop leader”. We think this will cover all

potential bases!

3) Additional Info

Plesse complete the following additional information

Place of Birth

Town (=1 I ]
County:

Cauntry (%): -- Please select —- 7,
Nationality at birth (5} [ pleose select v
Have you changed your | ploase select - ¥

nationality since birth?
(5]

Please enter your surname at birth (even if it is the same as that already provided)

Surname at birth:

Used until: e v

Other Names

Please provide details of any other names used at any time during your lifetime and the dates
during which the names were used. Please enter each forename and surname separately using the
‘add Name' butten below.

Name Type From  To

Mo records have been created

Change of name(s)

If you have changed your name at any
time during your lifetime, you will need
to provide evidence of this to the
person who verifies your identification
(e.0. by presenting 2 change of name
deed and/or marriage certficate).

Please ensure that where names
change they run in date order and with
no gaps.

Other names
1f you have used any other names at
any time during your lifetime please
provide them.

Aliases

Plesse supply details of any alias
names you may have used including
dates from and to, e.q. William known
as Bill etc within the Other Names
section. Failure to do so could cause
your application to be delayed or
rejected by the DBS,

Please complete the fields below

Employment Details

Position Applied For (*}): ‘

Employer Name (*): WRITING WEST MIDLANDS
Conviction History

Please refer to: ion of the Offend Act. The DBS can no longer remove
convictions, cautions and reprimands held on the Police National Computer™

*For exceptions to this legislation or for more information please refer to Rehabilitation of
Offenders Act 1974 at:

k/uksi/2013/1198 /pdfs/ul

www.legislation.go 20131198 en.pdf

Do you have any convictions, cautions, reprimands or final warnings that are not defined as
‘protected’ by the Rehabilitation of Offenders Act 15747 (¥

Position Applied For

Please insert the correct job role as
supplied to you by your current/new
employer.

Mo abbreviations or acronyms are
permissible, e.g. Mursery Asst should
read Nursery Assistant or SMSA should
read School Meals Supervisory
Assistant.

1f volunteer do not enter just volunteer,
please enter in which capacity your job
role is e.g. Coach.

Employer Name

This has been defaulted to the
organisation you are applying through
but can be amended if required.

Conviction History

If you have ever been convicted of a
criminal offence or received a caution,
reprimand or final warning that is not
'protected’ as defined by the
Rehabilitation of Offenders Act 1974
(Exceptions) Order 1975 (as amended
in 2013) by SI 2013 1198 you must
select Yes.

For more information see Rehabilitation
of Offenders Act



Telephone No:

Email Address:

Address History

Edit
Address From To
115 ROCKINGHAM STREET
ETTE?ELD Jan 2005  Present
UNITED KINGDOM
Place of Birth
Town: SHEFFIELD —
County:
Cauntry: UNITED KINGDOM
Nationzlity at birth: BRITISH
Current nationality: BRITISH
Employment Details
Edit
Pasition Applied For: TESTER e
Employer Name: CHEQS ORGANISATION
Conviction History
Edit

Unspent convictions: Ne

Applicant Consent

By completing this form I consant to the transfer of my information te the Disclosure and
Barring Service for the purpose of 3 Disclosure Agplication,

I confirm that the infarmation that I have provided in suppart of this application is complete
and true and undarstand that knowingly te make a false statement for this purpose is 3 criminal

offence.

Plaase tick this box to indicata your consant: [

ﬁ # Previous j Complete #

All details correct at time of upload. Version 9.0 06/01/2014.
You will then be presented with a Confirmation screen which shows you all the information

you have entered and gives you the opportunity to amend any elements.
You need to tick a box to consent for the application to continue.

Application Complete

& Your reference number is 904J0NES

We ara still awaiting payment and will be unable to procsed until we have racsived payment
Please contact Al ANT PAYMENTS ORGANISATION urgently a5 the application may be
withdrawn within 7 days if payment is nat received.

Make & note of this reference and arr o visit your employer of registered body to have your
identification verified, you will need to bring evidence of your identity from the list shown on the
right.

ID Document Rules

You will now be required to have your identity verified by the arganisation reque:
Disc 1 nt

Driving Licence,
spphcation and

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

acceptable identification.

If your fingerprints are raquired this will require sttendance st a Police Station at an appointed

[

You will then be given a reference number, which will be emailed to you if you have
provided an email address.

Please share this reference number with Writing West Midlands and we can finish the
process off when we see you with your documents.



List of acceptable documents (updated 2022)
The applicant must be able to show:

e one document from Group 1, below

e two further documents from either Group 1, or Group 2a, or 2b, below

At least one of the documents must show the applicant’s current address.

Group 1: Primary identity documents

Document

Notes

Passport

Any current and valid passport

Biometric residence permit

UK

Current driving licence
photocard - (full or provisional)

UK, Isle of Man, and Channel Islands. From 8 June 2015, the paper counterpart
to the photocard driving licence will not be valid and will no longer be issued
by DVLA

Birth certificate - issued within
12 months of birth

UK, Isle of Man, and Channel Islands - including those issued by UK authorities
overseas, for example embassies, High Commissions and HM Forces

Adoption certificate

UK and Channel Islands

Group 2a: Trusted government documents

Document

Notes

(full or provisional)

Current driving licence photocard -

All countries outside the UK (excluding Isle of Man and Channel Islands)

Current driving licence (full or

before 1998)

provisional) - paper version (if issued

UK, Isle of Man, and Channel Islands

birth

Birth certificate - issued after time of UK, Isle of Man, and Channel Islands




Marriage/civil partnership certificate UK and Channel Islands

Immigration document, visa, or work Issued by a country outside the UK. Valid only for roles whereby the
permit applicant is living and working outside of the UK. Visa/permit must relate to

the non-UK country in which the role is based

HM Forces ID card

UK

Firearms licence

UK, Isle of Man, and Channel Islands

All driving licences must be valid.

Group 2b: Financial and social history documents

Documents

Notes

Issue date and validity

Mortgage statement

UK

Issued in last 12 months

Bank or building society statement

UK and Channel Islands

Issued in last 3 months

Bank or building society statement

Countries outside the UK

Issued in last 3 months -
branch must be in the country
where the applicant lives and
works

endowment

Bank or building society account opening UK Issued in last 3 months
confirmation letter

Credit card statement UK Issued in last 3 months
Financial statement, for example pension or UK Issued in last 12 months

P45 or P60 statement

UK and Channel Islands

Issued in last 12 months

Council Tax statement

UK and Channel Islands

Issued in last 12 months




Letter of sponsorship from future employment

Non-UK only - valid only for

Must still be valid

provider applicants residing outside of
the UK at time of application
Utility bill UK - not mobile telephone bill Issued in last 3 months

Benefit statement, for example Child Benefit,
pension

UK

Issued in last 3 months

Central or local government, government
agency, or local council document giving
entitlement, for example from the Department
for Work and Pensions, the Employment
Service, HMRC

UK and Channel Islands

Issued in last 3 months

EEA National ID card

Must still be valid

Irish Passport Card

Cannot be used with an Irish
passport

Must still be valid

Cards carrying the PASS accreditation logo

UK, Isle of Man, and Channel
Islands

Must still be valid

Letter from head teacher or college principal

UK - for 16 to 19 year olds in full
time education - only used in
exceptional circumstances if
other documents cannot be
provided

Must still be valid




