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3 Accessing the employment check system: 
3.1 The Home Page 
 
3.1.1 From the Home Page, you are able to: 

• Log onto the system 
• View information about your Registered Body’s Service 
• View the Statement of Fair Processing for using the system 
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3.2 User access levels 
 
3.2.1 There are seven user permission levels available within the in-house 

employment check system, summarised in the table below: 
 
User type User able to… 

Applicant • Complete online application form 
• View Applicant guidance 
• Account access removed once application complete 

ID Verifier • Complete ID verification online for assigned applications, 
including entering the results of external ID checks for 
Route Two 

• Edit own account details (password and contact email) 
• View ID Verifier guidance 
• Once ID verification completed for an application, the 

application is removed from their “pending applications” 
and can no longer be viewed. 

Admin • Edit own account details (password and contact email) 
• Search and edit applications, users and ID Verifiers for 

all Business Units under their Registered Body 
• Enter receipt of a Certificate of Good Conduct  
• Add Applicants for all Business Units 
• Add ID Verifiers for all Business Units 

BU Admin • Edit own account details (password and contact email) 
• Search and edit applications, users and ID Verifiers for 

their own Business Unit 
• Limited ability to move applications to other statuses 
• Enter receipt of a Certificate of Good Conduct 
• Add Applicants for their own Business Unit 
• Add ID Verifiers for their own Business Unit 
• Access the e-Bulk menu, and view all applications for 

their own Business Unit 
• View disclosure results for their own Business Unit, 

including whether a disclosure has been returned with 
content 
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• Run reports assigned to their Business Unit 
• Request standalone Barred List checks (should this 

functionality be enabled for the Registered Body) 

Admin+ • Edit own account details (password and contact email) 
• Search and edit applications, users and ID Verifiers for 

all Business Units under their Registered Body 
• Edit the status of an application 
• Request and enter the outcome for standalone Barred 

List checks (should this functionality be enabled for the 
Registered Body) 

• Enter receipt of a Certificate of Good Conduct 
• Add Applicants for all Business Units 
• Add ID Verifiers for all Business Units 
• Access the e-Bulk menu, and view all applications under 

their Registered Body 
• View disclosure results for their Registered Body, 

including whether a disclosure has been returned with 
content 

• Run the “Archive and Extract” report 
• Run reports assigned to their Registered Body 

Admincs • Edit own account details (password and contact email) 
• Search and edit applications, users and ID Verifiers for 

all Business Units under their Registered Body 
• Edit the status of an application 
• Request and enter the outcome for standalone Barred 

List checks (should this functionality be enabled for the 
Registered Body) 

• Enter receipt of a Certificate of Good Conduct 
• Add Applicants for all Business Units 
• Add ID Verifiers for all Business Units 
• Access the e-Bulk menu, and view all applications under 

their Registered Body 
• Countersign and e-Bulk disclosure applications 
• View disclosure results for their Registered Body, 

including whether a disclosure has been returned with 
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Should you leave the Manager Email field blank, an notification will 
appear to ask the administrator to confirm that this is correct since 
leaving the field blank will result in the disclosure result email not being 
sent. 

 

 
 
4.2.7 If the registered body has set a requirement for a reason to be 

specified against an application type, an additional, mandatory drop-
down field will appear at the bottom of the application form. 
 

4.2.8 The ‘working from home’ option is linked to the type of application.  For 
standard applications this will default to ‘No’, for enhanced you must 
choose if the applicant is working from home. 

 
4.2.9 If the check is subject to an administration fee, selecting “yes” will 

prompt you to provide a Cost Code to be charged.  
 
4.2.10 Once all fields have been completed, click on “Create account”. A 

screen will appear to confirm that the Applicant has been successfully 
set up. This process will also trigger an automated e-mail to the 
Applicant in question, providing their log-in details. 

4.3 Completing the Application Form 
 

4.3.1 Once an application has been set-up, the Applicant will automatically 
receive an automated email containing their login details and a link to 
the employment check website to enable them to complete their online 
application. 

 
4.3.2 Logging in takes the Applicant directly to the online application form as 

shown below.  A Frequently Asked Questions (FAQ) guidance page is 
also available via the menu on the left hand side of the window. 
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The fields which can be loaded in order to set up applications are as follows 
(mandatory fields asterisked): 
 
Field Guidance 
*Username Applicant username 
*Forename Applicant forename 
*Surname Applicant surname 
*Email Applicant email address 
*Organisation Applicant organisation 
*Workforce   
*Position  
*ID Verifier Email 
Address 

 

ID Verifier Username  
*Volunteer In format y/n 
Manager First Name  
Manager Last Name  
Manager Email 
Address 

 

*Business Unit  
Team  
Location  
*Email Type Formerly ‘Application Type’ 
*Working at Home 
Address 

 

*Standard/Enhanced In format s/e 
*Adults Check Whether a check of the vulnerable adults 

barred list should be included as part of a 
check. In format y/n. 

*Childrens Check Whether a check of the children’s barred 
list should be included as part of a check. 
In format y/n. 

Barred List Check Whether a separate check of the children’s 
barred list should be included as part of a 
check. In format y/n.  

Admin Fee Cost Code 
*Language Preference English/Welsh 
DBS Form Reference  
Employee Number  
Recheck Reason  
Charge? In format y/n 
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Where applications have been set up en-masse using the Bulk Upload 
applicants will be emailed by the system as per applications set up 
individually, with the template matching the Application Type specified. 
 
If the upload is unsuccessful for any / all records on the file a message will 
display on screen indicating the fields which are causing the load to fail, 
enabling invalid records to be identified and corrected. 
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ID Verification 
Reminder (X Days) 

If the ID Verifier has not 
completed the ID 
Verification within a 
specified timescale a 
reminder email is sent to 
them asking them to do 
so and continues every X 
days until completion. 

Every X days from 
the last chase up 
email until the form 
has been completed. 

ID Verifier, 
with option to 
copy in 
Manager 

Applicant account 
creation 

When an applicant’s 
account is created an 
email is triggered 
informing them of their 
username and password 
as well as a link to the 
site. 

Upon account 
creation. 

Applicant 

ID Verifier Account 
Creation 

When an ID Verifier’s 
account is created an 
email is triggered 
informing them of their 
username and password 
as well as a link to the 
site. 

Upon account 
creation. 

ID Verifier 

ID Verifier notified that 
Applicant section 
outstanding ‐ First 
Reminder (X Days) 

If the applicant has not 
completed the online 
form within a specified 
period an email is sent to 
the ID Verifier asking 
them to prompt the 
applicant. 

X days from account 
creation if the form 
has not been 
completed by the 
applicant. 

ID Verifier, 
with option to 
copy in 
Manager 

ID Verifier notified that 
Applicant section 
outstanding ‐ Second 
Reminder (X Days) 

If the applicant has not 
completed the online 
form after a further 
specified period an email 
is sent to the ID Verifier 
asking them to prompt 
the applicant. This email 
will continue to be sent 
every X days until the 
form is completed, put 
on hold or archived. 

Every X days from 
the last chase up 
email until the form 
has been completed. 

ID Verifier, 
with option to 
copy in 
Manager 
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Confirmation to 
applicant that their 
section is complete 

Upon completion of their 
part of the form a 
confirmation email gets 
sent to the applicant 
thanking them for 
completing the form and 
reminding them to get 
their ID verified if they 
haven't done this yet. 

Upon completion of 
the form by the 
applicant. 

Applicant 

Disclosure Confirmation 
to Manager 

When the DBS disclosure 
has been returned from 
the DBS an email gets 
sent to the manager 
informing them of the 
DBS disclosure number 
and issue date for the 
applicant. 

Upon the result 
returned by the DBS. 

Manager 

User password restore  This email resets the 
desired user’s password 
and is triggered through 
the login screen after 
selecting “Forgot my 
password” 

Upon password 
reset request. 

User 

Barred List Result 
Confirmation to 
Manager 

(If this functionality is 
turned on). This email 
notifies the manager that 
separate barred list 
clearance has been 
received 

Once authorised 
Admin+/Admincs 
indicates separate 
barred list check 
clearance received 

Manager 

Admin account creation  When an Admin/BU 
Admin/Admin+/Admincs 
account is created an 
email is triggered 
informing them of their 
username and password 
as well as a link to the 
site. 

Upon account 
creation 

Administrative 
User 

CGC Required  This email notifies the 
applicant and manager 
that a Certificate of Good 
Conduct is required from 
the applicant. 

Upon completion of 
ID Verification 

Applicant and 
Manager 

CGC Received  This email notifies the 
manager that CGC and 
disclosure clearance have 
been received 

Once both 
disclosure and CGC 
received 

Manager 
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Applicant Details 
Updated 

This email gets sent to 
the applicant when any 
of their user details are 
changed. If a password is 
not reset and another 
detail changed a new 
randomly generated 
password will be set and 
sent out in this email.  

On update of 
applicant user’s 
details. 

Applicant 

Other User Details 
Updated 

This email gets sent to all 
users of the system 
(except the applicant) 
when any of their user 
details are changed. If a 
password is not reset and 
another detail changed a 
new randomly generated 
password will be set and 
sent out in this email. 

On update of 
applicant user’s 
details. 

All users 
except 
Applicant 

Notification Of Result 
With Content 

This email notifies  the  
manager (set in the add 
applicant menu) if an 
result is received 
containing content 

On receiving a result 
containing content 

Manager 

Notification of Result 
with Content CGC 
Received 

This email notifies the 
manager (set in the add 
applicant menu) if a 
result that has been 
awaiting the receipt of a 
CGC has been received  
containing content  

On CGC Received 
being set to “Yes” on 
an application which 
has already been 
received with 
content and placed 
in holding pending a 
CGC 

Manager 

Notification of eForm 
Reference 

This email notifies the 
applicant of the eForm 
number for the purposes 
of registering for the 
update service 

On application 
received receipt 
(OK) from the DBS 

Applicant 

Notification of Result 
with Content CGC 
Pending 

This email notifies  the  
manager (set in the add 
applicant menu) if an 
result is received 
containing content and a 
CGC is still pending 

On receiving a result 
containing content 
and CGC pending 

Manager 

 
9.2.2 These types of email can be seen in the screen shot below. The 

content of each email template can be configured for each application 
type set up on the Control Panel. Please note that if an email template 
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[Disclosure 
Number] 

The DBS disclosure number. 

[Disclosure Issue 
Date] 

The DBS disclosure issue date. 

[RB Name] The Registered Body’s name. 

[Signature] The email signature that will be used in emails set by the 
Super Admin user.  

[Website] The Registered Body’s website. 

[Business Unit] The Applicant’s Business Unit 

[Business Unit 
Website] 

The Business Unit’s individual URL (if set up, if not this will 
default to the standard site URL). 

[Manager 
Firstname] 

The Manager’s first name 

[Manager 
Lastname] 

The Manager’s last name 

[Children’s 
Barred List 
Check] 

Whether the disclosure included a check of the Children’s 
Barred List 

[Vulnerable 
Adults Barred 
List Check] 

Whether the disclosure included a check of the Vulnerable 
Adults Barred List 

[Disclosure Type] Whether the application is for a standard or enhanced 
disclosure. 

 
Please note that tags can only pull through information at stages where this 
information has already been input into the system. The table below 
summarises the stages the various tags can be used. 
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Tag

Applicant 
account 
creation

ID Verifier 
Account 
Creation

ID 
Verificatio
n Request

Confirmati
on to 
applicant 
that their 
section is 
complete

User 
password 
restore 

Barred 
List 
Result 
Confirmati
on to 
Manager

Admin 
account 
creation 

Disclosur
e 
Confirmati
on to 
Manager

Applicant -
First 
Reminder 
(X Days)

Applicant -
Second 
Reminder 
(Y Days)

ID Verifier 
notified 
that 
Applicant 
section 
outstandi
ng - First 
Reminder 
(X Days)

ID Verifier 
notified 
that 
Applicant 
section 
outstandi
ng - 
Second 
Reminder 
(Y Days)

ID 
Verificatio
n 
Reminder 
(Z Days)

CGC 
required

CGC 
Received

Applicant 
Details 
Updated

Other 
User 
Details 
Updated

Notificatio
n of 
Result 
with 
Content

Notificatio
n of 
Result 
with 
Content 
CGC 
Received

Notificatio
n of 
Result 
with 
Content 
CGC 
Pending

Notificatio
n of 
eForm 
Reference 

[[f irstname]] Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes
[[lastname]] Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes
[[title]] N/A N/A Yes Yes N/A N/A N/A Yes N/A N/A N/A N/A Yes Yes Yes N/A N/A Yes Yes Yes Yes
[[id_verif ier]] Yes N/A Yes Yes N/A N/A N/A N/A Yes Yes Yes Yes Yes Yes Yes N/A N/A N/A N/A Yes Yes
[[username]] Yes Yes N/A N/A Yes N/A Yes N/A Yes Yes Yes Yes Yes N/A N/A Yes Yes N/A N/A Yes Yes
[[passw ord]] Yes Yes N/A N/A N/A N/A Yes N/A N/A N/A N/A N/A N/A N/A N/A Yes Yes N/A N/A N/A N/A
[[team]] Yes N/A Yes Yes N/A N/A N/A Yes Yes Yes Yes Yes Yes Yes Yes N/A N/A Yes Yes Yes Yes
[[organisation]] Yes N/A Yes Yes N/A N/A N/A Yes Yes Yes Yes Yes Yes Yes Yes N/A N/A Yes Yes Yes Yes
[[position]] Yes N/A Yes Yes N/A N/A N/A Yes Yes Yes Yes Yes Yes Yes Yes N/A N/A Yes Yes Yes Yes
[[refnum]] N/A N/A Yes Yes N/A N/A N/A Yes Yes Yes Yes Yes Yes Yes Yes N/A N/A Yes Yes Yes Yes
[[jobtitle]] Yes N/A Yes Yes N/A N/A N/A Yes Yes Yes Yes Yes Yes Yes Yes N/A N/A Yes Yes Yes Yes
[[disclosure_number]] N/A N/A N/A N/A N/A N/A N/A Yes N/A N/A N/A N/A N/A N/A Yes N/A N/A Yes Yes Yes N/A
[[disclosure_issue_date]] N/A N/A N/A N/A N/A N/A N/A Yes N/A N/A N/A N/A N/A N/A Yes N/A N/A Yes Yes Yes N/A
[[rbname]] Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes
[[signature]] Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes
[[w ebsite]] Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes
[[buWebsite]] Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes
[[business_unit]] Yes Yes Yes Yes N/A N/A N/A Yes Yes Yes Yes Yes Yes Yes Yes N/A N/A Yes Yes Yes Yes
[[managerfirstname]] Yes Yes Yes Yes N/A Yes N/A Yes Yes Yes Yes Yes Yes Yes Yes N/A N/A Yes Yes Yes Yes
[[managerlastname]] Yes Yes Yes Yes N/A Yes N/A Yes Yes Yes Yes Yes Yes Yes Yes N/A N/A Yes Yes Yes Yes
[[Children's Barred List Check]] Yes N/A Yes Yes N/A N/A N/A Yes Yes Yes Yes Yes Yes Yes Yes N/A N/A Yes Yes Yes Yes
[[Vulnerable Adults List Check]] Yes N/A Yes Yes N/A N/A N/A Yes Yes Yes Yes Yes Yes Yes Yes N/A N/A Yes Yes Yes Yes
[[Disclosure Type]] Yes N/A Yes Yes N/A N/A N/A Yes Yes Yes Yes Yes Yes Yes Yes N/A N/A Yes Yes Yes Yes

 [[eform_reference]] N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A N/A Yes
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9.3 Add Business Unit 
 
To add a new business unit under which checks can be set up, select the 
“Add Business Unit” menu. This will bring up the Add Business Unit form. 
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9.13 Charging Profile  
 
The Charging Profile functionality enables a Registered Body to record 
charging profiles and their associated fees against Business Units as well as a 
new report, available in a PDF to devolve down to Business Units.  
 
Set Up  
 
Under the charging menu there are now two sets of options. The first is to 
create a new charging profile. The second is for adding, amending and 
deleting Payment Types. Previously the Payment Types were a set list that 
couldn’t be changed. From customer feedback we have now made this so that 
Registered Bodies can amend these. 
 
Upon selecting ‘Add New’ for a new profile you will be presented with the 
fields required for a charging profile. These include the DBS Fee for checks, 
and also your own Admin fees broken down by the type of check. There is 
also a further fee called ‘Other’ which can be used for any other charges that 
are incurred by that Business Unit.  
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Appendix 1 – Standard Report Suite 
 

 

Name Description Fields Field description
id Unique system application reference 
Employee Number Free text field on application set-up
ForeName Applicant forename
Surname Applicant surname
Position Title
Organisation
Business unit
Team
Volunteer Yes/no
Form Reference
Type of Check Enhanced/Standard
ApplicationType
Manager
Id Verifer
Log Date Date and time-stamp for each entry in 

application history
Notes Notes from application history
Id Unique system application reference
Employee Number Free text field on application set-up
ForeName Applicant forename
Surname Applicant surname
Position Title
Business unit
Team
Volunteer Yes/no
Type of Check Enhanced/Standard
Application Type
Manager
Id_Verifer
Log Date Date and time-stamp for each entry in 

application history
Notes Notes from application history
RBName Registered body name
BusinessUnit
Application_Count Total number of applications e-Bulked 

for each Business Unit for the specified 
date range

RBName Registered body name
BusinessUnit
Team
Application_Count Total number of applications e-Bulked 

for each Team for the specified date 
range

RBName Registered body name
BusinessUnit
ApplicationId Unique system application reference
EmployeeNo Free text field on application set-up
FirstName
LastName
Position
Organisation
Team
Volunteer Yes/no
ApplicationType
Manager
IdVerifier
Timestamp Date and time stamp for submission of 

application via eBulk
AdminFee Yes/no
CostCode

Applicants on Hold with notes Displays all applications in 
“Holding” status

Applications sent to DBS group by 
Business Unit

Displays the total number 
of applications e-Bulked 
for each Business Unit for 
a specified date range

Applications sent to DBS group by Team Displays the total number 
of applications e-Bulked 
for each Team for a 
specified date range

DBS Admin Fee Displays all applications 
received by the CRB for a 
specified date range

7 Day ID Verifier Chase with Notes Displays all applications 
which have been in the 
“Awaiting ID Verification” 
stage for 7 or more days
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RBName Registered body name
BusinessUnit
Application_Count Total number of e-disclosures received  

for each Business Unit for the specified 
date range

RBName Registered body name
BusinessUnit
Team
Application_Count Total number of e-disclosures received  

for each Team for the specified date 
range

Application_id Unique system application reference
Employee Number Free text field on application set-up
ForeName Applicant forename
Surname Applicant surname
Position Title
Organisation
Business unit
Team
Volunteer Yes/no
Form Reference
date of birth Applicant date of birth
Type of Check Enhanced/Standard
Application Type
Manager
Id Verifer
RBName Registered body name
BusinessUnit
ApplicationId Unique system application reference
FirstName Applicant forename
LastName Applicant surname
Volunteer Yes/no
FormReference
Timestamp Date and time stamp for submission of 

application via eBulk
Status Received by CRB
RBName Registered body name
BusinessUnit
Application_Count
RBName Registered body name
BusinessUnit
Team
Application_Count Total number of applications set up for 

each Business Unit for the specified 
date range

id
Employee Number Free text field on application set-up
ForeName Applicant forename
Surname Applicant surname
Position Title
Organisation
Business unit
Team
Volunteer Yes/no
Form Reference
Type of Check Enhanced/Standard
Application Type
Manager
Id Verifer
Log Date Date and time-stamp for each entry in 

application history
Notes Notes from application history

Forms that have been with DBS for over 8 
weeks (new)

Displays all applications 
which are in “Received by 
CRB” or “In Process with 
CRB” status and have 
been in this status for 60 
days or more

Invoice Report Displays all applications 
received by the CRB for a 
specified date range (for 
matching against each 
invoice from the CRB)

Disclosures issued by DBS group by 
Business Unit

Displays the total number 
of e-disclosures received 
for each Business Unit for 
a specified date range

Disclosures issued by DBS group by Team Displays the total number 
of e-disclosures received 
for each Team for a 
specified date range

Link Sent to Applicants group by Business 
Unit

Displays the total number 
of applications set up for 
each Business Unit for a 
specified date range

Three Week Applicant’s Chase with Notes Displays all applications 
which have been in the 
“Waiting for Applicant to 
fill in details” stage for 21 
or more days

Link Sent to Applicants group by Team Displays the total number 
of applications set up for 
each Team for a specified 
date range
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first_name
last_name
name
type
business_unit
team
org
employee_number
ni_number
disclosure_type
date_of_birth
works_with_vulnerable_adults
works_with_children
disclosure_number
disclosure_issue_date
volunteer
BusinessUnit
ApplicationID
FirstName
LastName
Email
ManagerFirstName
ManagerLastName
ManagerEmail
Applicant_Setup
Applicant_Submitted
Applicant_days_passed
Id_Verification_Completed
Id_verification_day_passed
Application_Submitted_to_CR
B
Result_received_from_CRB
CRB_days_passed

MIT Report

Archive and Extract Report Run from the "Result 
Received from CRB" eBulk 
status. Archives all clear 
disclosures (without 
content) in this status and 
extracts certain 
information in csv format 
for these archived records.


