
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 I 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. 

 

 

  

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


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

understood the statement.  

 

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. 

 

  



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

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

 



 
 
 

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

 
 

 
 



 
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. 

 

 
 

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.  


