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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:

e Log onto the system
¢ View information about your Registered Body’s Service
¢ View the Statement of Fair Processing for using the system

Kent . Employmentcheck.org.uk- Demo

Helping You Through The Process
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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 e Complete online application form
e View Applicant guidance
e Account access removed once application complete

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

e Edit own account details (password and contact email)
e View ID Verifier guidance

e Once ID verification completed for an application, the
application is removed from their “pending applications”
and can no longer be viewed.

Admin e Edit own account details (password and contact email)

e Search and edit applications, users and ID Verifiers for
all Business Units under their Registered Body

e Enter receipt of a Certificate of Good Conduct
e Add Applicants for all Business Units
e Add ID Verifiers for all Business Units

BU Admin e Edit own account details (password and contact email)

e Search and edit applications, users and ID Verifiers for
their own Business Unit

e Limited ability to move applications to other statuses
e Enter receipt of a Certificate of Good Conduct

e Add Applicants for their own Business Unit

e Add ID Verifiers for their own Business Unit

e Access the e-Bulk menu, and view all applications for
their own Business Unit

e View disclosure results for their own Business Unit,
including whether a disclosure has been returned with
content

employmentcheck.org.uk
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e Run reports assigned to their Business Unit

¢ Request standalone Barred List checks (should this
functionality be enabled for the Registered Body)

Admin+ e Edit own account details (password and contact email)

e Search and edit applications, users and ID Verifiers for
all Business Units under their Registered Body

e 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)

e Enter receipt of a Certificate of Good Conduct
e Add Applicants for all Business Units
e Add ID Verifiers for all Business Units

e Access the e-Bulk menu, and view all applications under
their Registered Body

e 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 e Edit own account details (password and contact email)

e Search and edit applications, users and ID Verifiers for
all Business Units under their Registered Body

e 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)

e Enter receipt of a Certificate of Good Conduct
e Add Applicants for all Business Units
e Add ID Verifiers for all Business Units

e Access the e-Bulk menu, and view all applications under
their Registered Body

e Countersign and e-Bulk disclosure applications

e View disclosure results for their Registered Body,
including whether a disclosure has been returned with

employmentcheck.org.uk
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content
Run the “Archive and Extract” report
Run reports assigned to their Registered Body

Superadmin

Configure Registered Body details

Manage Email Types, Business Unit Types and Recheck
Reasons

Edit own account details (password and contact email)
Configure system-generated email templates

Add Business Units

Search and edit Business Units

Add Admin/BU Admin/Admin+/Admincs users

Search and edit Admin/BU Admin/Admin+/Admincs
users

Write bespoke reports using the Report Builder tool
Allocate reports to Business Units
Manage Positions, Locations and Charging Profiles

Edit the content of the login Terms & Conditions for each
user level

3.3 Logging onto the system

3.3.1 To log on to the employment check system, click on “Login” on the
Home Page menu, and enter your username and password.
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3.3.2 If your Registered Body has specified terms and conditions at Super
Admin level, you will additionally be required to agree to these in order
to access your account.
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3.4 Forgotten passwords

3.4.1 If you have forgotten your password, you should click on the “Forgot
my password” link on the Login screen. You will then be prompted to
enter your username, and click on “Reset password”. You will then
receive an email with a secure link enabling you to access the system
in order to change your password.

3.4.2 If a password is entered incorrectly three times, your access will be
revoked, and you will need to use the “Forgot my password” option to
generate an email to your account with a secure link to access the
system to change your password.

Restore my password
Please enter your usemame:

3.4.3 Alternatively, Admin/BU Admin/Admin+/Admincs users can also reset
Applicant and ID Verifier passwords manually using the “Search” menu
and clicking on the “Applicant Name”.

Disclosure
AP |7 | T A Thonine
IS I oo

EQ

I |
employmentcheck.org.uk | :
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They should then amend the details as required and click on “Save”.
Please note that if an Applicant has locked themselves out of their
account, the administrator would also need to uncheck the “Access
revoked” box at this stage.

3.5 Account activation / deactivation

3.5.1 User accounts (below Super Admin level) are automatically deactivated
after six months of inactivity. Once an ID Verifier account becomes
inactive it can only be reactivated by an Admin/BU
Admin/Admin+/Admincs user. Admin/BU Admin/Admin+/Admincs level
and Super Admin accounts can be reactivated by Super Admins. Users
who have been deactivated who attempt to access the site will see a
message prompting them to contact their Registered Body to reactivate

it.

3.5.2 User accounts may also be manually activated / deactivated by system
administrators, as summarised below.
User type User types who can How to activate / deactivate
activate / deactivate these accounts
accounts
Applicant | Admin/Admin+/Admincs (for | From the “Search” menu, select
all ID Verifiers for the the “Search Application” option to
Registered Body) identify the Applicant account
you wish to activate / deactivate.
) -~ Then archive the application
BU Admin (for ID Verifiers using the “Application status”
for the Business Unit to dropdown on the “Edit
which the BU Admin is Application” screen.
attached)
ID Verifier | Admin/Admin+/Admincs (for | From the “Search” menu, select

all ID Verifiers for the

the “Search ID Verifier” option to
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Registered Body) identify the ID Verifier you wish
to activate / deactivate. Then

BU Admin (for ID Verifiers | select the “Edit” option (-?) to

for the Business Unit to edit the user account and
which the BU Admin is select/deselect the Yes / No
attached) against the “Active” option to
activate / deactivate the account.
Admin / BU Super Admin From the “List Admin” menu,
’ermlnn_'_// select the “Edit” option (-? ) to
Admincs / edit the user account and
Super select/deselect the Yes / No
Admin against the “Active” option to

activate / deactivate the account.

3.6 Editing your account details

3.6.1 All users, with the exception of Applicants can edit their own password
and contact email address using the “Edit Details” menu.

Employment Check
Administration Panel

3.6.2 Passwords should be at least 8 characters in length, contain both
upper and lower case characters and contain at least one number. Selecting
“Show Password” will display the password entered.

employmentcheck.org.uk
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menu.

3.7 Logging out of the system

3.7.1 To log out of the system, simply click on “Logout” on the left hand

3.8 Guidance on symbols used

3.8.1 The following symbols are used throughout the system to denote the

various statuses applications go through:

Symbol Status Description of Status
4 Waiting for | Once an Applicant account has been created the
- Applicant to | application status changes to “Waiting for Applicant
Fill in Details | to Fill in Details”. It remains in this status until the
Applicant submits their form or the application is
manually moved by a BU Admin, Admin+ or
Admincs user.
. Awaiting ID | When the Applicant finishes their section of the
Verification | form an email gets sent to the assigned ID Verifier
asking them to check the ID for that Applicant. Until
this is completed (or the record is manually moved
by a BU Admin, Admin+ or Admincs user) the
application sits in Awaiting ID Verification status.
B2 Ready for This status is used for holding applications ready
. eBulk for countersigning, until the Counter Signatory
Processing | sends them via secure eBulk to the DBS.

# | Application
Submitted via
eBulk

Submitted applications move into this status until a
receipt confirming that the DBS have the
application has been obtained at which point the
status changes to Received by DBS.

4| Received by

This status confirms that the DBS have

o DBS successfully received an application. The DBS
check sits in this status until the results are
returned from DBS. Within this status you can track
the progress of checks against the various stages
of the DBS process.

Result Disclosure results are received electronically and
Received display in this status. A paper copy of the
from DBS disclosure certificate is also sent to the individual

employmentcheck.org.uk
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applicant. If the disclosure is clear an email is
automatically generated to the manager to notify
them that the disclosure has been returned.

Any disclosure with additional information will be
flagged with a “P” and a note to say “Please wait to
view applicant certificate”.

Application
Archived

Once a recruitment decision has been made or a
check cancelled, the application can be archived.
Once done, the system will automatically purge any
confidential information after 6 months in line with
DBS requirements.

Holding

This status is used to pause applications for
example in cases where an applicant is on long
term leave and the check should be requested
upon their return. Applications in this status will no
longer receive any automated reminder emails.
Applications can be moved here via the edit screen
and eBulk menus by BU Admin, Admin+ and
Admincs users.

In Process
with DBS

This status is for hardcopy application forms where
Applicants cannot get access to a PC. Applications
may be placed here until the hardcopy results are
returned, to ensure these records are included in
reporting.

Error

This status displays applications that have been
rejected by the DBS. The error code describes the
reason for rejection. Applications in this status
generally require action from an Admincs user
before the check can be resubmitted to the DBS.

3.8.2 Additionally, the following symbols are used throughout the system to
indicate common functions:

employmentcheck.org.uk
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Applications

Delete

Edit

Show / hide menu

Tool tip

w0 @ N K]

Notes

employmentcheck.org.uk
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4 Disclosure applications:

All administrative users (Admin/BU Admin/Admin+/Admincs) can set up
disclosure applications on the system, however BU Admin users are only able
to do so for Applicants from the Business Unit to which the BU Admin is
assigned. Only Admincs users are able to countersign and eBulk applications.

Logging onto the system as an administrative user will bring up the
Administration Panel, as shown below. Please note that the menu options
visible will reflect the permissions associated with the type of administrative
user account as detailed in section 3.2.1 above.

Employment Check
Administration Panel

el 1o th AdiTnarTaioe Panel

4.1 Adding an ID Verifier

4.1.1 If the ID Verifier for a check is not already set up on the system they
will have to be added as the first step. To check whether or not an ID
Verifier has already been set up on the employment check system,
click on “Search” on the main menu screen, click on “Search ID
Verifier”, enter the first and / or second name of the individual you are
searching for and click on “Search”. Please note that you can use the
wildcard “%” to search for all names following an initial set of
characters, and can specify whether you want the search to include
active / inactive accounts.

employmentcheck.org.uk
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Fistname

astame
Actve: ¥

4.1.2 To set up an ID Verifier, click on the “Add ID Verifier” menu. You will
need to complete all of the fields marked as mandatory (denoted by an
asterisk) as a minimum. Clicking on “Generate” will generate a
satisfactory password.

Employment Check
Administration Panel

TONEE e W e i
EL AT ]

B Lired 4% i

l

4.1.3 Once complete, you should click on “Add” to create the new ID Verifier
account. This will generate an email from the system to the ID Verifier
(provided an email address has been entered) notifying them of their
login details. A message will also appear on-screen to indicate that the
account has been successfully set-up.

v TOP TIP — Please note that when adding an ID Verifier as an
Admin/Admin+/Admincs user, you should select which business unit
you would like the ID Verifier to belong to. If an ID Verifier is set up by a
BU Admin user they will only be able to verify ID for checks for that
specific Business Unit.

employmentcheck.org.uk
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4.2 Adding an Applicant

42.1

4.2.2

To create a new DBS disclosure application, click on the “Add
Applicant” menu and then select “DBS Check”.

D&s Check

This will bring up a form as illustrated below. You need to complete all
of the mandatory fields (denoted with an *) in order for the application
to be created. Note also that if an Applicant has previously completed
a check, the system will notify you that there is already a record
already exists with that username. To create a new record for the same
Applicant, search for the Applicant using the “Search User” function,

and then click on the “Add” (Q) icon to add a new record for the
Applicant in question. You should not have more than one live
application for a user at any one time.

| | Ty | Appications | Actions
42941 1D Verfer 1D Verfier 0 + X
42942 Appicantl  Appicant 1 + A%
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4.2.4

4.2.5

4.2.6
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The ‘workforce’ is a mandatory pre populated drop down menu with the
following options, Child Workforce, Adult Workforce, Child and Adult
Workforce, Other Workforce. This entry will be added to that made in
the ‘position’ field, described below, to make up the final position data
submitted. This ensures the application is eligible for subscription to
the DBS Update Service.

The “position” can either be selected from a drop down menu (the
contents of which are set at Super Admin level) or can be manually
typed in.

The “Manager Details” section details the individual who should be
notified of the disclosure result. If this is the same person as the ID
Verifier, you can check the box entitled “Copy ID Verifier”. Similarly if
the “Organisation” (as it should appear on the disclosure certificate) is
the same as the Business Unit, you can check the box entitled “Copy to
Organisation”.

Marager DeteZs M Copy Id Verifier
e —

Manager Firstname:
Manager Lastname:
Manager Emak:

Business Units | Copy to Organkation
Bussiness unit: | Business Unit 1 |+

Team

Location . w

Please note that for checks set up by BU Admin users, the Business
Unit will be fixed to the Business Unit to which the BU Admin is
assigned, and the Team and Location fields will not be visible. The list
of ID Verifiers will also be limited to those assigned to the same
Business Unit as the BU Admin.

v

-~ TOP TIP — Please note that DBS validation requirements mean that
certain characters e.g. “&” and apostrophes should not be used on
application forms.

employmentcheck.org.uk
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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.

Windows Internet Explorer x|

\?') Are wou sure wou want bo leave the Manager Email blank? IF left blank the disclosure email and chase emails will not get sent to the manager.

Cancel |

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.

employmentcheck.org.uk
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DBs APPLICATION : Declosure Applcation Farm
L
Oy = > Aiddresmms & = Mawwwn = = Condpmaicn

ims vt W i e ks raonsd walth & ®
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4.3.4

4.3.5

4.3.6

4.3.7
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The name of the Applicant as well as their employment details will
already be entered. If these details are incorrect, the Applicant should
contact an administrator, using the link in the “Details of position for
which disclosure is being requested” section.

The Applicant should then proceed with completing the fields on the
application. Mandatory fields are denoted with an asterisk. Holding

your mouse over the tool tip ( 17} ) icon will provide additional detail as
to the information required.

All of the key fields on the online application form are validated to
prevent invalid data entry. Some common errors include selecting Mrs
as a title and not entering a previous surname or not including the
town/city of birth. The system will not allow the candidate to progress
on to the next stage of the application form if they have not completed
a compulsory field on the form. Below are two examples of error
message pop-ups to alert the Applicant of an error.

Windows Internet Explorer

L ] E ¥ou have entered a vear For change of name but wou have not included a name at birth
L

Windows Internet Explorer E|

L ] } Please enker wour tovn of birth
-

For ease of completion, the application form is split over four pages.
Each completed page is saved, allowing the Applicant to complete the
form in stages if required.

If an Applicant has not submitted the required five-year continuous
address history they will not be able to proceed through the application
until they have added this. Overlaps are permitted, however the system
will pick up any gaps in address history, as illustrated below:
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Disclosure Application Form

Detasde > > Addresprt > > Mamds = > Corformation

Flease prowsde your Syear address hestory from the date the applcaton form s submatted

Yiou should mchude eoersess sddreiers where neceissry. There mus be no Gags n the sddresses
pronidied For thes pericd

Flease gree Tull address detads moudng posttode and the dates st whech you resded ot these
ddreries

¥ you &0 not provade @ Full Srpear address histony you will nol be abie 10 submt the fiorm

Missing | You migst provide Dull history for st 5 yaars

Prewwurs Acdclreye,
LT T —
o o

Akl aaleeean

4.3.8 Once five years continuous address history has been provided the
Applicant has the option to add additional addresses used in this period
(e.g. student addresses) or to progress onto the next stage of the
application.

Windows Internet Explorer

employmentcheck.org.uk
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1 HIGH STREET
MAIDSTOME KENT 11-2012
ME1l 1AA GB

2 HIGH STREET
o R = n

ME11 1AA GB

4.3.9 If the Applicant has made a mistake they are able to edit and delete
addresses as well as navigate to previous page(s) of the application
form.

4.3.10 After entering their address history, the Applicant is then prompted to
enter details of any previous surnames or forenames as shown below:

Disclosure Application Form

Detads > Addresses > > Mames > Confirmation
You rmust Bl n the felds madoed with a ®

Please prowde detais of any other names wsed at amvy tme durng your etme and
the dafes dhang whadh the names were uied

“Marne type: | Satect nama rize w0
“Other narme used: © |

“Used From: v &

i Unet: Y &

4.3.11 Once the Applicant has entered their previous names this will preview
below the entry fields. If an Applicant does not have any previous
names they will be able to progress through to the last stage of the

application.

4.3.12 Once this has been completed, the final page of the application form
allows the Applicant to preview all of the information they have entered.
If they notice there is an error on their form they can navigate back to
the screen with the incorrect information and amend it.

employmentcheck.org.uk
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Carment name: MR THOMAS ¥ ANDERS TEEM
Gratce ALl
Hatora rscraccs Humbsr
Pogon Detals CHLD AND ADULT WORNFORCE TEADHER n ACADEMY
TEST
Datw of o ELo7-1eEs
Scofriarmey B Bath {f Sfferant);
Face of heoi SREATER LOOMNG
Cantact Mambrer:
Are you 3 wluneen MO
| ey
I T T
10 M STEELT WOULDIMAM MES 2P0 GO 1019 @224
T T N
00 L NEE I DOTWCTIONE, CIUTINGS, MEDaTRnss o fnal samings whah would nat b AEwsd
e with curent quearca @
T Yes T ho

1 confem that the 0 that [ have provided n supgadt of the aopk & complete and
s el undeniand Dhat vl [0 mEke 3 fke Eatement for B porposd § 3 comnal
wnca, &

“Pane ik o coafies | T

4.3.13 The Applicant must then indicate whether they have had any
convictions, cautions or warnings which would not be filtered and
confirm their acquiescence of the “Declaration by Applicant” otherwise
they will not be able to submit the application.

4.3.14 Once submitted the Applicant will receive an onscreen confirmation
(see below) and email.

e _ | Application Submitted

| iy o Thark you for completing vour DBS Applcation Form, you will recene a confrmation emall shorthy,
| .-m',i. Pleate note I you have not had your 10 verfiad you vl need to contact your 1D Verfier to armange a
= Al dats and trne 1o S e

aaut.

AT T

4.3.15 If the Applicant fails to submit their form an automated reminder email
will be sent to them at the frequency specified by the Registered Body
at the point the system is built, with a notification also sent to the ID
Verifier.

employmentcheck.org.uk
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ID Verification

After the Applicant submits their application the ID Verifier will receive
an email asking them to log on to the system and enter the ID details
for the Applicant which they will either have checked and copied at
interview stage or have available by completing this process with the
Applicant present.

The link on the email will take them to the login screen where they will
need to enter their username and password to access the system.
Logging in will display the “ID Verifier Control Panel” (see below).
Options available include the facility to edit their account details (via the
“Edit Details” menu), and ID Verifier guidance. To view the list of
applications requiring ID Verification, the ID Verifier should select the
“Pending Applications” menu.

Employment Check
ID Verifier Panel

4.4.3

Ve 1o the 1D Verfer Control Panel

This will display a list of those Applicants for whom ID verification is
outstanding. They will then need to click on “approve” (denoted by a
green tick). This will then take them to the next screen to complete the
ID verification.

employmentcheck.org.uk
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Employment Check
ID Verifier Panel

4.4.4 The next screen provides a preview of the details the Applicant has
already entered to allow the ID Verifier to verify the ID against this
information.

employmentcheck.org.uk
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4.4.5 In the first instance the ID Verifier will be prompted to select ID to meet
Route One from the appropriate groups. Note that holding the cursor

over the tool tip (ﬂ) symbol next to certain field provides additional
information e.g. how old a particular document can be in order to be
considered valid for ID verification purposes.

4.4.6 Note that for some types of ID e.g. passport, driver’s licence and birth
certificates, the field will expand prompting the verifier to provide
additional information e.g. date of issue, as shown below. Please note
that when prompted to select a date a calendar will appear.

employmentcheck.org.uk
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v TOP TIP — By clicking on the name of the month and the year at the

top of the calendar, a dropdown menu will appear allowing you to select
the relevant dates more quickly than by scrolling by month.

4.4.7 Once sufficient ID has been provided, the system will grey out other
options, preventing you from selecting additional ID as shown below.

Vos harie iows entered the regusred combination of 1D demiments for this Route.

I #hote Dewver Licenee (1)) 1@
T valed Pamsport

I oegnsl treh Carttiests (uac) @
¥ Bometre Rescence Perie (UK)

=]
. tiad o o S O ot O el s bt P S

[# ot Drwves Licenoe (hion-ux) @ I M Foroes 1D Card (L)
" aciopton Cortficats (ua) I Fresrms Licence (L)
17 it P ety CmvERCate (LA

4.4.8 2.4.8 Inthe eventthat the ID Verifier attempts to submit insufficient ID
or an invalid combination of ID, an alert will appear as shown below.

Windows Internet Explorer

lx

'j ‘fou have entered insufficient ID For Route One. Please select additional ID in line with the combinations given belaw:
-

1 document From Group 1 and
2 further documents Fram Group 1, Zaor b

If vou cannot provide sufficient ID For Route One, you will need ko submit the check via Rouke Twa, and this requires an External ID Validation Check.

If the verifier receives this message they should select ok, and enter
the additional information required or select the next Route.

4.4.9 Upon submission, the system also validates key fields, and notifies the
user if data entered does not meet the requirements of or format
required by the DBS (e.g. Letter from a Head Teacher being selected
for someone who is not 16-19). In the event that invalid information is
provided, a notification will appear alerting the user to the nature of the
item requiring correction.

employmentcheck.org.uk
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Windows Internet Explorer x|

L] E & letter From a head teacher can only be used For 16-19 wear olds,
-

4.4.10 If the applicant cannot provide sufficient ID to meet Route One, the ID
Verifier should select “Show Route Two” from the “Route Selector”
menu at the bottom of the screen.

i e K [0 Verfer Bouie plesse weec? (Pe sjeo{nte opton beis,

4.4.11 Upon selecting “Show Route Two”, the ID Verifier is reminded that an
external ID validation check will need to be endeavoured to be carried
out for Route Two, and any data entered for Route One will not be
saved. To proceed, the ID Verifier should click on “OK”.

Windows Internet Explorer x|

4 If you Fail ko complete the check via Route One an External ID Yalidation Check must be endeavoured to be carried out,
a “Warning: Any data vou have entered will not be saved should vou proceed to Route 2,

4.4.12 This will display the relevant ID groups for Route Two. As with Route
One, the system validates information input. If insufficient or invalid ID
is provided, the system will prevent the ID Verifier from proceeding and
an alert will appear as shown below.

Windows Internet Explorer x|

": ‘ou hawe entered insufficient ID For Route Two. Please select additional 1D in line with the combinations given below:
L3

1 document From Group 2a and
2 further documents from Group 2a or 2b

If wou cannot provide sufficient 1D For Route Twa, you will need to submit the check via Route Three

employmentcheck.org.uk
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Windows Internet Explorer x|

' E Flease enter the resulk of the External ID Yerificakion Resulk,
L

4.4.13 Route Two additionally required that the ID Verifier endeavours to
complete an external ID verification check, the result of which should
be entered on the system. To enter the result of this check, the ID
Verifier should select the outcome from the “External ID Verification
Result” dropdown menu.

By eriterng 1 it result of an Extermal [0 yerficaton Check you s confirming that s Extirmna I Check i been carmed out by &0 mtfomnd
Mﬁlh-ﬂnﬁh o

External 1D erficaton Resul: o

v TOP TIP — We strongly advise that you check that the applicant is

able to provide sufficient ID for Route Two before undertaking an
external ID check.

4.4.14 In the event that the external ID check fails to verify the identity of the
applicant and / or the applicant cannot provide enough ID for Route
Two, the result should be entered as a “Fail”, and the ID Verifier will be
prompted to move onto Route Three. To do this, the ID Verifier should
select “Show Route Three” from the “Route Selector”.

External 1D Veriflcation

enterng n the resul of an Extemal I Yerficabon Check you are confrming that an External [0 Check has been camed out by an authorsed
= melividuial anel the resul & indicated below,

External i0 Verficaton Resul: | Fsl |

A1 ot aninit Feeet e recuiremisnts Bor Maate Twe then please ga on to Raute Three,

T amend the 10 Venfler Rouite please selct the approprate option below,

4.4.15 Upon selecting “Show Route Three”, the ID Verifier is reminded that
failure to complete the check via Route Three will result in the applicant
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needing to go for fingerprinting by the Police and completing a paper
form. To proceed, the ID Verifier should click on “OK”.

Windows Internet Explorer x|

b d Failure ko complete the check wia Route Three will resulk in the applicant needing to go For fingerprinting by the Police. This may add a delay into the
5 overall application process and require a paper Form,

Cancel |

You have chosen a Route Three 10 path, Fallure to complete a check via this route will mean that the applicant will need to go for
fingerprinting by the Police and a paper CRE application form will need to be completed.

4.4.16 As with previous routes, attempting to submit insufficient or invalid ID
will be prevented by the system and an alert displayed.

Windows Internet Explorer x|

"j au have entered insufficient ID for Route Three, Please select additional ID in line with the combinations given below:
£ A Certified copy of a Birth Certificate (UK and Channel Islands) and
4 Further documents From Group 2 comprising of:

1 document From Group 2a; and
3 Further documents From Group Za or Zb,

Failure ko complete a check via this route will mean that the applicant will need ta go For fingerprinting by the Police and & paper CRE application Form
will need to be completed. IF this is the case please log out of the swstem and contact vour Registered Bady.

4.4.17 Should the ID Verifier wish to return to a previous route, they can do so
by selecting the route from the “Route Selector” at the bottom of the
screen. Please note that moving to a different route will remove data
entered for the previous route.

4.4.18 Once the requirements for a particular route have been met, the ID
Verifier needs to confirm that they have checked the current address of
the applicant and tick the declaration to confirm that the information
provided in support of the application is complete and true before being
able to submit the application.

o Curset A it
Pt e o Pubet (P B apricands Dute of Bt Tl e ooy

o 0 i e ot (Rt | R [eraeiied B8 st of (his ppl st i | osplets s trise e limderst sl thal
rrmiragly fo make o lae ofalrmeed Lor e pueepeasr b o oremiol oftess e,
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4.4.19 Clicking on the “Print” button will allow the ID Verifier to print a
summary of the application form, with space for the Applicant and ID
Verifier to sign a declaration that the information provided in support of
the application is correct should they also wish to retain a paper audit
trail.

4.4.20 Once the ID verification has been completed, the ID Verifier should
click on “Submit”. This will send the completed form to
countersignatories for secure submission via e-bulk to the DBS. A
message will appear onscreen to confirm this has been successful.

Thank you lor completing the |0 verfcation Bor your mermier of stafl. Tha wil nge be sbmited to
Bhe (AR for the cheds to be completed

4.4.21 ID Verifiers are asked to complete the ID verification within a specified
period. In the event that this is not completed within the stated
timescales, automated reminder e-mails are sent by the system to the
ID Verifier at a frequency specified by the Registered Body at the time
the system is set up.

4.5 Submitting completed applications to the DBS via secure e-
Bulk

4.5.1 Note that to electronically countersign and submit completed
applications to the DBS for processing via secure e-Bulk you will need
to be an authorised countersignatory for your registered body and an
Admincs user.

4.5.2 To electronically submit completed applications to the DBS for

processing via secure e-bulk, click on the “e-Bulk” menu, and select
“Ready for e-Bulk Processing”, as shown below:

employmentcheck.org.uk
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E“umun-m o

2 sty vy sk =mcemng
2 oy oes -

= i Przcem it D8

2 et Recevest tom D85
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4.5.3 This will display all applications that are ready to be countersigned. Key
information about the check is also displayed including:

Organisation

The applicant’s organisation

Position The applicant’s position
BL Whether an additional standalone Barred List check has been
requested (provided this functionality is enabled for your RB)
A Whether the adults barred list is being checked as part of the
application

C Whether the children’s barred list is being checked as part of
the application

Vv Whether the application is for a volunteer (according to the
DBS definition)

T Whether the check level is standard (S) or enhanced (E)

ID The ID Route via which the application was completed (1,2,3 or

blank)
H Whether the application has indicated they are working from

home

The full application can be viewed by clicking on the Applicant’s
username.

N
employmentcheck.org.uk ] N
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Full Name Username AlNone Org Position A C ¥V T D

JAMES FORD {James Ford) - KCOC SOCIA WORKER F F I E

4.5.4 Note that within this screen a tick box is available (with an “All” or
“None” option) to select particular applications on the page, and you
can additionally Roll Back, Archive or put on Hold the applications
selected.

Lo e ] e [ e

4.5.5 Before e-Bulking, a countersignatory should ensure that the check
applied for is appropriate for the position in question. Once assured of
this fact, selected applications can be e-Bulked, by clicking on “Send”.

4.5.6 Once this has been done an on-screen confirmation will be displayed.

4.6 Automated reminders for incomplete applications

4.6.1 Applicants and ID Verifiers are asked to complete their respective
elements of the DBS application process within a specified period.

4.6.2 For online Applicants, an automated reminder e-mail is sent to the
Applicant at regular intervals (as specified by the Registered Body
when setting up the system) reminding them to complete the online
form, with a notification simultaneously sent to the ID Verifier. ID
Verifiers are similarly issued automated reminders.

v TOP TIP — You can use the “Three Week Applicant’s Chase with
Notes” and “7 Day ID Verifier Chase with Notes” reports to identify
where an application has not been completed / id has not been checked
after three weeks / one week respectively. This can also be useful in
identifying where users have provided invalid email addresses and
hence have not received automated reminders.

4.7 Putting applications on hold

4.7.1 In cases where the completion of an application may be legitimately
delayed (or where an off-system process is required), it is possible to
change the status of an application to ‘Holding’ via the ‘Application
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Status’ dropdown on the ‘Edit Application’ screen. This will pause the
application process and the automated reminder e-mails.

4.7.2 To view a list of applications in holding, select ‘eBulk’ from the
Administrator panel, then select “** Holding”.

4.8 Bulk Upload

4.8.1 The Bulk Upload facility enables DBS applications to be set up on the
system en-masse saving time and improving data quality by reducing
the need to manually key in data.

4.8.2 To use the bulk upload facility, select the ‘Add Applicant’ menu from
the Administration Panel and click on ‘Bulk Upload’.

Sedect Check Type

DES Check
Barred List Only Check
Bulk Upload

From this screen CSV files can be uploaded using the File Upload option. A
Template File indicating the required column headings and formats can be
downloaded by clicking on ‘Download Template File’

Bulk Apphcation Uploasd
Download Template File

Fhl»!lﬂ:| |ﬂmln_

Bl e bR e et P ek D gedos e ke WP

J i 3T AR e E oAl E ) ] e ..I
Flasnacm D | Mmoo s, it [} e su MU EEEGE s uS EEE A
5 |
S b I mnuml
Al = W Lsmame
i O w3 S < (N S T S - e el - P O e R o (e T AR I L R
Fomname*Suname “Emsl [ “Orpenesed "Fosfion 10 Venber D Verrber I ™Volmbeer | Manager F Manager L Mansgar E Business | Team Locshon  *Enjl

@ Desnter] | Joben (] ot il [Evaarageiss OF Enavgbes P schvdn ity | chowsriaqud o i) o Eeoggs | b blogos! Expnpls B Exarrpss T Exafngls Libdes
Lk
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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
*Qrganisation 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

employmentcheck.org.uk
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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 falil,
enabling invalid records to be identified and corrected.

employmentcheck.org.uk A
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5 Tracking disclosure applications

Disclosures for applications submitted by e-bulk are typically received within
1-7 days of submission. The process may be lengthened if an Applicant has
lived in several areas and information is required from multiple police forces.

5.1 Applications that have been with the DBS less than 8 weeks

5.1.1

5.1.2

513

employmentcheck.org.uk ;

You can track the progress of applications which have been submitted
to the DBS via the eBulk menu. Clicking on the “+” option next to the
‘Received by DBS’ status will provide a breakdown of applications
currently with the DBS by their status (see below).

| swas | Applcation count
: Vating for Apphcant w Fln Detals @
EE nasny for ssuk Processng

1
= T
]
1
1
]
o

' In Process with 065

! Resut Recewved from DBS
@ s 10 verticaton
W sopicaton Archived
* Hoking

¥ eror

To hide the additional statuses, simply click on “-*.

K2
| Receved by 005+ 2

L Police: National Computer Search o
E’-mmmmw o
ﬂmmwnmm o

Whilst an application is being processed by the DBS the Received by
DBS screen will also display the timestamp at which each stage was
completed in the ‘Tracking’ section. You can view this by clicking on

the ) symbol next to the appropriate record in the “Received by DBS”
status on the eBulk menu.
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5.1.5

5.1.6

5.1.7
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Tracking:

Poice Nationial Computer Search: Completed 2013-02-14
D8S Chidren, Aduts and Lst 99 searched where appicabie: Completed 2013-02-14

Records held by the Poice search: In

mm

Alternatively you can track the progress of applications manually via:
https://secure.DBSonline.gov.uk/home/home.do .This service is open
to Applicants, employers and Registered / Umbrella bodies.

i

To track an individual application you will need to provide:
The Applicant’s date of birth
The disclosure application form reference number — this can be found

by clicking on the % symbol next to the appropriate record in the
“Received by DBS” status on the eBulk menu.

CRB
Tmestamp:

To track multiple applications, you will need to be a Countersignatory,
and provide:

The Registered Body number

The Countersignatory number

The Countersignatory’s date of birth

|®'

?

The five stages of the DBS check process are:
i) Application Form received and validated

employmentcheck.org.uk

Page 40 of 88



ii)
iii)
iv)
v)
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Police National Computer searched

ISA Children, ISA Adults and List99 searched, where applicable
Records held by the Police search

Disclosure Printed

5.2 Applications that have been with the DBS more than 8 weeks

5.2.1 To generate a report listing all applications that have been with the
DBS for this period, you need to select the ‘Reports’ menu. Once in this
screen you should select ‘Forms that have been with DBS for over 8

weeks’.

7 Day ID Verfier Chase with Notes
Appicants on Hold with notes

Appications sent to DBS group by Business Unit
Apphcations sent to DBS group by Team
AppACATNS TMiNg

Bling Summary - DBS Checks

DBS Admin Fee

Disclosure Results Received

Disciosures ssued by DBS group by Business Uni
Disclosures ssued by DBS group by Team

@mmmmmmmma )

Invoice Report

Link Sent 1o Appicants group by Busness Unk
Link Sent 1o Appicants group by Team
Managemeni Information timing

Three Week Appicant's Chase with Notes

5.2.2 This will open the report in Employment Check. In order to export the
data to MS Excel, click on “Download as an Excel spreadsheet”.
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6 Disclosure results

Once checks have been completed, a disclosure number is issued by the
DBS. Disclosures for online applications are received electronically and can

R |

be accessed by selecting " “Result Received from DBS” from the e-bulk
menu. Further information can be accessed by clicking on the envelope
symbol next to the appropriate Applicant record. Hardcopy disclosure
certificates are received by post.

I ki
CR
PR

6.1 Clear disclosures

B

6.1.1 Any clear online disclosure will be denoted witha ** symbol, and a
confirmation that “Certificate contains no information”. A system-
generated email is also automatically sent to the nominated
manager(s) informing them that the DBS check has been completed for
their employee, providing the disclosure number for that check. A
hardcopy certificate is posted to the Applicant.

Declodure | Date

L35 000000
EEIEE T

6.2 Disclosures with additional information
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6.2.1 Any online disclosure with additional information will be returned with a
“P” and a note to say “Please wait to view applicant certificate”. In
addition a ‘Notification of Result with Content’ email will be sent to the
nominated manager(s) (set on the add application screen) informing
them that they have received a result which will require them see the
applicants certificate.

Staturs: 0K

ous e
Temestamg, 20-05-2011 15:45:00
Fiename:
Trmestamg. 20130709 15:10:48
Emad Type erdanced
Dedosiure Status Pagte walk 10 view J00EHTT DErTCate
DS Applcaton Reference i
Deciosure Nurmbser
Desciosure [ssoe Date F013-07-05 00000

6.2.2 For all disclosures with additional information, the DBS records can be
moved to the ‘holding’ status whilst a decision is made regarding the
continuity of the Applicant’'s employment.

6.2.3 Once an employee has been cleared to continue working, the DBS
record can be archived and the manager notified of the disclosure
number and issue date. Personal data is purged in line with DBS
requirements 6 months after being moved to Archive status.

v

- TOP TIP - You can archive records en-masse via the All / None
checkbox and “Archive” option on the eBulk menus. Alternatively
checks can be archived individually via the “Edit Application” menu.

6.3 Recruitment Decision

The Recruitment Decision function (which can be enabled or disabled as
required for each Registered Body) enables you to record the recruitment
decision taken following receipt of a disclosure result in line with the DBS’s
guidance on ‘Handling of DBS Certificate Information’.
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A recruitment decision can be entered for checks in either ‘Result Received
from DBS’ or ‘Holding’ status via a dropdown menu on both the ‘eBulk’ and
‘Edit Application’ screens.

1wl Hame Lsermame [ 1D | Status R, D,

[ | e | o |
Archive and Fxtract

I Banik or buiding socery swtement (UK or EEA) @ T Creoe card setement (UK or EEA) @
I Fnancal Statement @ I P45/ Pod statement (L) @

™ Councl Tax statement (%) @ T work permit [ visa (ux) @

r ity bi @ T sensit Satemen: ©

I Centray Local Government/ Government Agency/ Local

Autharty I EU Katiorsl 1D Card

(]

[~ Cards camying the PASS accreditation Logo (s T Mortgage Statement (UK or EEA) @

- . A ;ﬂuammmmm{mm-
(L) e

I Letter from a Head Teacher @

B

When a recruitment decision (‘Appoint’ / ‘Decline’) is entered a pop-up will
appear on screen prompting you to enter the name of the individual who took
the recruitment decision. By default this will initially display the ‘Manager’ for
the check and their email address.

When a recruitment decision (‘Appoint’ / ‘Decline’) is entered a pop-up will
appear on screen prompting you to enter the name of the individual who took

the recruitment decision. By default this will initially display the ‘Manager’ for
the check and their email address.

Confirmualion Roopsned

Racrutrment decmon Laen by
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Details of the recruitment decision are saved in the Application History as
shown below:

14-05-2013 14:45:34 ?.';m D recrul: Appoint taken by chiis steeie (anedvwards@rmooouk] - o

e =

v

= TOP TIP — You can specify whether the ‘Recruitment Decision’ fields
are hidden, read-only or editable for BU Admin users for a Business Unit
via the ‘Fields Settings’ option on the Add/Edit Business Unit menu at
Super Admin level.
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7 Certificates of Good Conduct

For Applicants whose five-year address history indicates that they have lived
abroad for at least one period of six or more consecutive months, an
automated email will be generated upon completion of ID Verification to the
Applicant (copying in the manager) indicating that a Certificate of Good
Conduct (CGC) is required.

Administrative users can report on outstanding CGC's via the “CGC Report”.

An administrative user can indicate the provision of a CGC via the “Edit
Application” screen. Please note that the disclosure / CGC clearance email
will not be sent until both the disclosure and CGC have been received.

If an application is returned and a CGC has not been received, it will
automatically be moved to the Holding status.

Once in ‘Holding’ if the CGC has is logged as received in the edit application
page, the application will then automatically move into the Results Received
status and the ‘Notification of Result with Content CGC Received’ Email will
be sent to the registered manager.

WS Form Releremc E iy M
Tearn Pactpy

Tuie o chech it  Srandard T Erbanced
Ewuw v ™

o ey et Lt o e
ATt e T~ ¥m il

U Rrpaed

T Cwen

Ciram Apms Chaokd L) L]
Lirqiage Prrwmw W rghh T v

Aoy e e [ verfes Riube plsis s s apgroprsty (i Tt

v TOP TIP — This functionality can be turned off by leaving the CGC

email templates blank on the “Configure Emails” menu at Super Admin
level.
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8 Other Administrative functionality

8.1 Search

8.1.1 To use the search function on the system, select the “Search” menu

from the Administration Panel. This will give you three options to:

e Search ID Verifier
e Search User
e Search Application

Please note that for BU Admin users, the only search results that are
brought up are for accounts from the same Business Unit to which the
BU Admin is assigned.

Employment Check
Administration Panel

8.1.2 To Search for an ID Verifier click on “Search ID Verifier”. This will bring

up the Search ID Verifier window (see below). You can search by first
name and surname (using the % wildcard if required) and by whether
the user is active.

employmentcheck.org.uk
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Search 1D Verilier

v

search

8.1.3 This will bring up all matching records, as illustrated in the example
below.

ID Verifier Name Active | Actions

4 W

8.1.4 To edit the ID Verifier's account details, click on Edit (-’).

Eddit 1l weriler

1D Verifiar

VERIFIER

8.1.5 To view the history of applications to which the ID Verifier has been
assigned, click on the “Applications” button (E).

8.1.6 To search for a user, click on “Search User”. This will bring up the
Search User window (see below). You can search by first name and
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surname (using the % wildcard if required) and by whether the user is
active.

Firstname

Lastname

Active: jFY’ES
[~ No

8.1.7 This will bring up all matching records. From this screen it is possible to
add a new application for the user (Q) or edit the user’s account

details (J/).

v TOP TIP — We strongly advise that when removing a user, you
deactivate their account rather than deleting it so as to retain a full audit
trail in the system.

8.1.8 To search for an application, click on “Search Application”. This will
bring up the “Search Application” window. You can search by any
combination of a number of key fields (see below). Please note that
you can use the wildcard “%” to search for all records with details
following an initial set of characters.
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Mational Insurance:

Date of Brth:

ID Verifier: [ an B
Appication Reference: |

8.1.9 This will bring up all matching records, as illustrated in the example

below:
|| || Disclosurc Number | Disclosure lssue Date | A7 | €2 | T | Actions
sruTanT TiRee DveRiER @) FLr s 2
TWO APRLICANT  IDVERIFIER BB F & e =7
CHRIS STERLE mventrer g ] AT

8.1.10 From this screen it is possible to find out / do the following:
e To edit the Applicant’s user account details click on the
“Applicant Name”

v

- TOP TIP — When amending an applicant’s name, you will need to do
this on both the applicant’s account details screen (by clicking on the
“Applicant Name” above) and on the disclosure application itself (via
the “Edit Application” screen.

v

. TOP TIP — If an applicant has not received their invitation to
complete their application / log in details due to providing an incorrect
email address, you will need to resend this manually at the same time as
amending the email address on the system.

e The “ID Verifier” field indicates the ID Verifier (as presently
assigned) for the application.
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e The “Status” symbol indicates the current stage the application
is at.

e The “Disclosure Number” indicates the disclosure number of the
application if a result has been received.

e The “Disclosure Issue Date” indicates the issue date of the
disclosure if a result has been received.

e The “A?” and “C?” boxes indicate whether the application covers
working with vulnerable adults or children or both and the
appropriate barred lists will be checked as part of the
application.

e The “T” column indicates the level of the disclosure application
(standard / enhanced).

e Clicking on the notepad icon under “Actions” opens up the notes
page for the application in question. This provides a time and
author stamped record of each time an application moves stage,
a system-generated reminder email is sent out or an
administrator has added a note (see below).

| Mo By
CIE-HAI LRI Walng lor Appicent T Al m Dl ATRCY
O-02-HELY LIRSS Aesatng D verfcamon Appicmnt Tee
o200 Y 11 Check compisted via Roots Thees Fuiersal 1D verficston et Fall 5D verfler
023 T1504E  Ready for eful Procemng ) erter

Administrators can add notes against an application using the “Add”
button. This can be a useful tool for assisting in the management of
an application e.g. explaining why a check was delayed or
cancelled.

Clicking on “Show System Notes” within this screen allows the
administrator to see which parts of the application have been
entered and completed and any other changes on the record (see
below). This can be particularly useful when looking into user
issues.
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Malified
i

Stathus

e Clicking on the pencil icon (-’ ) under “Actions” allows the
administrator to open and edit the application in question. BU
Admin/Admin+ and Admincs users are also able to edit the status of
the application via a dropdown menu as shown below:

Please note that whilst Admin+ and Admincs users are able to
move checks into all other statuses, BU admins can only move
checks into a limited selection of statuses depending on the current
status of the application. The options available are summarised in
the matrix below:
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Dptiors avaiabss in ~Application EIetus~ dropd
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Once changes have been made the administrator should click on
“Update Application” at the bottom of the screen to save these.

Update Application

v TOP TIP — Please note that changes will only be effective before a
check has been submitted to the DBS via e-Bulk.

v TOP TIP — Please note ID should not be verified via the “Edit
Application” screen. If you have Administrative users who are also ID
Verifiers they must use their ID Verifier account when verifying ID.

Should they fail to do so the system will prevent the check from being
submitted at the point of e-Bulk, as shown below:

Info

Chech: 4876 for AMIE BARKER has not been put through the commect route for & CRB check.
Pegye ser batmwy for wheh dedaiston baa been comfrmed

Apphcart de i aion, Mo
1D Werdler: Y

8.2 Listing applications by status

8.2.1 To a breakdown of all ongoing and complete applications in the
system, select “eBulk” from the administration panel. This will bring up

the following screen, which lists the number of applications at each
stage:
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_ sats | Apphation count_
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8.2.2 To view a list of all applications currently at a particular stage, click on
the appropriate status. Please note that for Application Archived Status
you will be prompted to enter a date range. Within the subsequent
screen a tick box is available (with an “All” or “None” option) to select
particular applications on the page.

8.2.3 For those applications selected, a number of functions are available:
¢ Roll back (this moves the status of an application back to “Ready
for eBulk processing”)
e Archive
e Puton Hold

v TOP TIP — Rolling back applications will move them into “Ready for
eBulk processing” status regardless of the status they are currently in.
We would strongly advise that this option is only used where checks
which have gone into error status or not been received need to be
resent.

8.3 Reguesting and recording standalone Barred List checks

8.3.1 For individuals working in a regulated activity with children, a check of
the DBS Children’s Barred List is included as part of an enhanced DBS
check provided the Admin/BU Admin/Admin+/Admincs user setting up
the check selects “Yes” for the “DBS Children’s Barred List” option on
the “Add Applicant” form.

8.3.2 However, if a separate, additional barred list check is required before
the full DBS disclosure has been received this can be requested by
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selecting “Yes” on the “Separate Barred List Check Required” option
when adding an application. Please note that this option will only be
available should the separate barred list check functionality be enabled
for your Registered Body.

v TOP TIP — Please note that it is not possible to process standalone
Barred List checks through the system. These checks need to be
processed by an authorised individual for your registered body,

Type of chack required ™" Standard 1 ' Enhanced
DS Muneratils Aduts Barved Lst  [© ves [T g

DAS Chidres's Bamed List [* y&!™ Mo
Admirestration Fee [F ves[F o

Language Preference ¥ Engish [~ wesh
D85 Form Reflerence

Employee Murmiser

8.3.3 Where an administrator has requested an additional, separate barred
list check alongside an enhanced DBS check, this will be denoted on
the “Ready for eBulk Processing” menu in the BL column. Please note
that this column will only display if the separate barred list check
functionality has been enabled for your Registered Body.

||| stans
e ST (Barkers) - KO SOLKCTTOR F F F = 3.3
AMEE BASKFR (37581234) - KCC SOCIAL WORKER r F F F E i

8.3.4 To enter the result of an additional, separate barred list check, the
authorised user should use the Barred List Status on the “Edit
Application” screen. Selecting “No match” will trigger an automated
email to the nominated Manager to confirm clearance and the
timestamp of the check. Only authorised Admin+ and Admincs users
can update the Barred List Check Status. Please option will only
appear where such a check has been requested alongside an

application.
—
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8.3.5 If a standalone barred list check is required, this can be requested by
selecting “Barred List Only Check” on the “Add Applicant” menu.

8.3.6 The administrator is then prompted to enter the Applicant’s details in
order to enable the authorised admin+/admincs user at the registered
body to complete the check, as well as the details of the Manager to be
notified of clearance. Mandatory fields are asterisked, and additional
names must be added using the “Add Additional Names” button.

*Date of Brth:
*Frst Name:

*Last Name:

Add Additional Names

Please ensure you decare a full name history
including all add®tional names used

HI Number:
I‘S lect -'I

. : e

*Manager Frst Name:

*Manager Last Name:

*Manager Emal

Busness Unk: fcre =l

8.3.7 Where an administrator has requested a standalone barred list check
the application will display in the “Ready for Barred List Check” status
on the eBulk menu. To record the outcome of the check, the authorised
Admin+/Admincs user should select the Applicant’'s name.

First Name | Last Name _ Business Unit |
A PERSON CFE
| FistName  Last Name | Business Unit |
LUST ONE Training School
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Barred List Status

| N Maich =]

IRsa:i',' for Barred List Check j

8.3.8 Selecting “No match” from the “Barred List Status” will trigger an
automated email to the nominated Manager to confirm clearance and
the timestamp of the check. Once the outcome has been entered the
check can be archived. Once archived it will move into the “Completed
Barred List” status.

8.4 Reports

8.4.1 To run reports from the system select “Reports” from the Administration
Panel. This will list the reports available to your Registered Body.

7 Day ID Verfier Chase with Rotes
ADPICENTS O HOll WwEth nobes.

Appicatons sent to DES group by Busnes Unt
Appicaiions sent ip DES group by Team
ADDACELCNS. LW

Biing Summary - DBS Checks

DES Admin Fee

DRCOUTE Rty Reveved

Dmcemates nuard by DS growg by Banes ure
DRCORTES BiLs0 by DB group by Team

Formea that have been wih DS 1or over B weeks (new)
Invore Rrgron

Link Sent 15 ApElcants gFoup by Buiineis Ut
Link Sent to Appicants group by Team
Hanagemernt Information tming

Thite Wiek ADPICENT's Chisse wEh NOtes

8.4.2 To run a report, click on the relevant option. This will open the report in
Employment Check. For some reports you will additionally be prompted
to select a date range. To export the data to MS Excel, click on
“Download as an Excel Spreadsheet”.
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9 Super Admin functionality

The Super Admin log-in allows for the configuration of certain aspects of the
set up of the system. Logging in as a Super Admin will open the Registered
Body Admin Panel:

Pidres Lariet e By Sararm ¢

pe [ e

ErigEgy et Fena

.-—1.-ul-| vy IRrugh T

9.1 Control Panel

9.1.1 The Control Panel allows a Super Admin to:

e Enter and amend their Registered Body Details, including the title
and subtitles for the site pages, and the email signature for system
generated emails.
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e Create DBS Email Types — against which system-generated emails
are specified.

0§ ol s

5 Harw 7

Henwwal ¥

c okunreer 7
| Add ew |

By using the Edit (-~ ) function, it is possible to specify the reasons
to appear in the “Reasons” dropdown for administrators setting up
checks.

e Set up and edit Business Unit Type dropdown options.

v TOP TIP — Deleting Application Type, Location and Business Unit

Type options will delete this information from records previously
containing it. We would therefore advise that where possible you retain
these options to ensure retention of a full audit trail.

9.2 Configure Emails

9.2.1 The Configure Emails menu allows the Super Admin to amend
automated e-mails generated by the system. The types of emails sent
are described below and can be set up for different Email Types e.g.
New, Renewal, Volunteer, External. Any additional Email Type can be
added via the Control Panel, and the associated template can then be
set up with the required text.
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v TOP TIP — If you do not wish to use a particular email template for a
particular application type, simply leave the template blank and no email

will send.

v

TOP TIP — As the ‘User password restore’, ‘Admin account creation’

and ‘ID Verifier Account Creation’ templates are not linked to specific
application types, the text of the email will pull through from the content
set up for the top application type in the dropdown menu.

Please note that the frequency of automated chase up emails can be
configured for the Registered Body when setting up the site. An
example of 5 days has been included below.

Email Description Frequency Recipient(s)
Applicant - First If the applicant has not X days from account | Applicant,
Reminder (X Days) completed the online creation if the form | with option to
form within a specified has not been copy in
timescale a reminder completed by the Manager
email is sent to them applicant.
asking them to do so.
Applicant - Second If the applicant has not Every X days from Applicant,
Reminder (X Days) completed the online the last chase up with option to
form after a further email until the form | copy in
specified number of days | has been completed. | Manager
a reminder email is sent
to them asking them to
do so. This email will
continue to be sent every
X days until the form is
completed, placed on
hold or archived.
ID Verification Request | Once the applicant has Upon completion of | ID Verifier

finished their part of the
form an email gets sent
to the ID Verifier to
complete the ID
Verification.

the form by the
applicant.
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ID Verification If the ID Verifier has not Every X days from ID Verifier,
Reminder (X Days) completed the ID the last chase up with option to

Verification within a email until the form | copy in

specified timescale a has been completed. | Manager

reminder email is sent to

them asking them to do

so and continues every X

days until completion.
Applicant account When an applicant’s Upon account Applicant
creation account is created an creation.

email is triggered

informing them of their

username and password

as well as a link to the

site.
ID Verifier Account When an ID Verifier’s Upon account ID Verifier
Creation account is created an creation.

email is triggered

informing them of their

username and password

as well as a link to the

site.
ID Verifier notified that | If the applicant has not X days from account | ID Verifier,
Applicant section completed the online creation if the form | with option to
outstanding - First form within a specified has not been copy in
Reminder (X Days) period an email is sentto | completed by the Manager

the ID Verifier asking applicant.

them to prompt the

applicant.
ID Verifier notified that | If the applicant has not Every X days from ID Verifier,
Applicant section completed the online the last chase up with option to
outstanding - Second form after a further email until the form | copy in
Reminder (X Days) specified period an email | has been completed. | Manager

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.
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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

Upon completion of

Applicant and

applicant and manager ID Verification Manager
that a Certificate of Good
Conduct is required from
the applicant.
CGC Received This email notifies the Once both Manager

manager that CGC and
disclosure clearance have
been received

disclosure and CGC
received
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Applicant Details This email gets sent to On update of Applicant
Updated the applicant when any applicant user’s

of their user details are details.

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.
Other User Details This email gets sent to all | On update of All users
Updated users of the system applicant user’s except

(except the applicant) details. 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.
Notification Of Result This email notifies the On receiving a result | Manager
With Content manager (set in the add containing content

applicant menu) if an

result is received

containing content
Notification of Result This email notifies the On CGC Received Manager
with Content CGC manager (set in the add being set to “Yes” on
Received applicant menu) if a an application which

result that has been has already been

awaiting the receipt of a received with

CGC has been received content and placed

containing content in holding pending a

CGC

Notification of eForm This email notifies the On application Applicant
Reference applicant of the eForm received receipt

number for the purposes | (OK) from the DBS

of registering for the

update service
Notification of Result This email notifies the On receiving a result | Manager

with Content CGC
Pending

manager (set in the add
applicant menu) if an
result is received
containing content and a

CGC s still pending

containing content
and CGC pending

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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is Ieft blank, no email will send. For each email there is an edit button

-’f" where the email can be edited and also a preview button N
showing what it will look like once sent.

Emall Typ= Emall Type

4
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9.2.3 The edit screen is shown below. Here the content, layout and subject
of the email can be seen. Also shown here are the tags that can be
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placed into the emails to pull through key information relating to the
user / application. These are outlined in the subsequent table. For the
reminder emails there is also an option to copy in the manager (if
different to the ID Verifier).

'l'm
Copy mmanager? |
Emal Type: i
Subject:
(Conbent: [Frsmame] [Lasmame] [Tie] [D Verfer] [Usemame] [Password]
[Teain] [ ganvatesn it ]
[Jck TR} [Dsciosure Mumber] Isw Cate]
[RE Marie] [Sgnature] [Webste] [Busines Unt] [Busness Ung Websts]
[Manager Fretrame] [Marager Lastname
| Chidrer's Barrad List Check] [Aduls List Check]
[Emal Type]
| V]
Tag Description
[Firstname] Applicant First Name
[Lastname] Applicant Surname
[Title] Applicant Title
[ID Verifier] ID Verifier name.
[Username] Username
[Password] User’s Password
[Team] Applicant’'s Team
[Organisation] Applicant’s Organisation
[Job Title] Applicant’s Position
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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

The Business Unit’s individual URL (if set up, if not this will

Website] default to the standard site URL).

[Manager The Manager’s first name

Firstname]

[Manager The Manager’s last name

Lastname]

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

Check]

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

List Check]

[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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ID Verifier
ID Verifier | notified
notified  |that
that Applicant Notificatio |Notificatio
Confirmati Barred Applicant |section n of n of
on to List Disclosur section |outstandi (ID Notificatio |Result Result
applicant Result e Applicant {Applicant {outstandi |ng - Verificatio Other n of with with Notificatio
Applicant |ID Verifier [ID that their |User Confirmati|Admin Confirmati |First Second ([ng - First |Second ([n Applicant |User Result Content |Content |n of
account |Account |Verificatio [section is |password [on to account |on to Reminder |Reminder |Reminder |Reminder |Reminder |CGC CGC Details Details  |with CGC CGC eForm
Tag creation |Creation |n Request{complete [restore Manager |creation |Manager |(XDays) |(Y Days) |(XDays) |(Y Days) ((ZDays) [required [Received [Updated [Updated [Content [Received |Pending |Reference
[[firstname]] 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
[lid_verifier]] 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
[lusername]] 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
[lpassword]] 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
[fjobtitle]] 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
[[ouwebsite]] Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes
[[business_uni]] 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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*Name: |

Type: Academy |v|

Organisation Number: |

Address: |

Town: |

County: |

Postoode: |

Contact name: |

Contad: No: |

Email: |

Invoice Contact Name: |

Tnvoice Contact No: |

Invoice Contact Email: |

Payment Type: Please Select |v|
Charging Profile: Please Select E
Adtive? : ]
Bulk Upload? : |
Edit application page read-only? : |
Add basic chedks? ]

Fields Settings

Add applicants
Administration Fee: None v |
Charge: None v |
DBS Form Reference: None v |
Employee Number: None v |

Edit applicants

CGC Required: None ||
CGC Received: None ||
Administration Fee: None ||
Charge: None ||
DBS Form Reference: None [v]
Employee Number: None [v]
Recruitment Dedsion: None ||

Allow free text entry for positions? [
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To activate the business unit, the “Active?” check box should be selected. To
make reports and positions visible to BU Admin users for that Business Unit,
select the checkbox for the appropriate reports/positions.

From this screen you can also select whether certain fields are editable,
hidden or ‘read only’ and whether functionality (e.g. the bulk upload) is
available for BU Admin users. N.B. selecting ‘Edit application page read only?’
will prevent BU admins from editing any fields on the Edit Application screen
with the exception of the ‘Application Status’, ‘ID Verifier and ‘Manager
Details’.

Once, complete, press “Save” to add the Business Unit.

v

. TOP TIP — To allocate or remove all positions or reports for a
Business Unit, simply click on “All” or “None”.

9.4 Search Business Unit

To search for and manage Business Units, select the “Search Business Unit”
menu. You can search Business Units by name, type and organisation
number, and wildcard searches can be used using the % symbol.

Search Business Unit
T -
Type: A1l |
Organsation Nurmber:
Active: u

This will bring up all matching records as illustrated below. Within the search

results, you can edit (*/) and delete (w) the Business Unit.

 Name | Actions
Business Unit 1 / 0

v

-~ TOP TIP — We strongly advise that when removing a Business Unit
you deactivate both all user accounts for that Business Unit and
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deactivate the Business Unit rather than simply deleting the Business
Unit so as to retain a full audit trail in the system.

9.5 Add Admin

To create a new administrative user, select the “Add Admin” menu, complete
the required fields and click on “Add”. Please note that for BU Admin accounts
you are required to specify the Business Unit to which they are assigned.
When creating an Admin Counter Signatory account, a mandatory Counter
Signatory number field will appear.

I Shews Passsoed
Passevord must be B characters minimem, conksn upper
and lower Case and at st one rurber

ii{i [ g

=
" i Counter Sgristony

" pusness Ung Admin

9.6 List Admins

To search for and edit administrative accounts, select the “List Admins” menu.
You can search using a combination of key fields and use the % wildcard.
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Acve: [© ¥es [T Mo

This will bring up all matching records, within which you can edit (i) and
delete (E) the administrative user accounts.

v

= TOP TIP — We strongly advise that when removing a user, you
deactivate their account rather than deleting it so as to retain a full audit
trail in the system.

9.7 Report Management

The “Report Management” menu can be used to assign specific reports to

Business Units using the (4) symbol so that they can be run by BU Admin
users. Itis possible to select a report and assign to all BU’s or individually by
BU. See Appendix 1 for standard Report suite.

7 Day ID Verfier Chase with Notes
Appicants on Hold with notes

Appications sent to CRS group by Business Unk

v TOP TIP — Please note that unless a report has been specifically

written to filter records for the Business Unit associated with the

administrative user running the report, the report will display all records
for the Registered Body.
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9.8 Locations

The “Locations” menu can be used to create, edit and delete options to
appear in the “Locations” dropdown menu visible to administrators setting up
applications.

9.9 Report Builder

To build a report, you first need to select the fields you wish to include. These
are grouped by the area of the system to which they relate: Applicant Detalils,
Application Details, Application Timings and Business Unit. Once these have
been selected, click on ‘Page 2 of 3’ to proceed. Please note that you can
return to amend your selections at any point until the report has been saved.
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Once the fields to display have been selected, you will be prompted to select
the filters you would like to apply to the report. These are grouped into
Application and User Conditions. These conditions that are set on the reports
will remain whenever the report is run (they are fixed once the report is
created).

For example, if you want to create a report for counter signatories to run that
contains just one condition that has just one business unit (Business Unit A)
whenever this report is run it will only return results for that one business unit.
If this report is then devolved to Business Unit B they will see a blank report
as the report conditions stipulate it can only be run for accounts that have
permission to see Business Unit A information.
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Selecting a field to filter by will prompt you to select the value or range for the
filter. You can add multiple filters to each report.

FEme poec the Seidy vou souk] e 1 TR The DT by

Once all filters have been selected, click on ‘Page 3 of 3’ to proceed. This will
prompt you to select the date timestamp you wish to filter by when running the
report. Alternatively, to run a report without a date parameter, select ‘None’.
The date range will always be presented to the person running the report to
allow them to alter the date parameter when they run it.

O HLE DATE AL

P wiert e i bl et e rege poul s k] B 1 TR By Defore marvan e report. B yins el i nm e
V] 15 AL i OF DO [ S0 T WO DR

o e ™ Dty et st Dl frvnal Rt
ey for AppEcand 1o M N Catek Inatany  sgmtag 13 vericaen Dneslang
I by o el procrery DmeRETY T applrmoim Sutvrsd Ve oe Bl ey
L ] ™ Peckuy s et

=3

The date ranges are thus:

Date range Description

None All checks in their current state at
today’s date

Date Barred List Check Email Sent The date that the barred list check
email was emailed to the customer

Waiting for applicant to fill in details The date that the check was created
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timestamp

and sent to the applicant to complete
the form

Awaiting ID Verification timestamp

The date the check was completed by
the applicant and passed to the ID
Verifier to check the ID

Ready for eBulk processing
timestamp

The date the check was moved into
ready for eBulk processing

Application submitted via e-Bulk
timestamp.

The date the check was sent to the
DBS

Received by DBS timestamp

The date the DBS received the DBS
application

Disclosure Issue Date

The date the check result was issued
by the DBS

Once the date range has been selected, click on ‘Preview’ to generate a
preview of your report. Please note that if you include a date parameter, you
will be prompted to select a date range before the report can be run.

Report Fiter

Date From

Date To

Show
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Once you have your report, you can:

e Export to MS Excel by clicking on ‘Download as an Excel spreadsheet’
o Edit the report fields and filters by clicking on ‘Edit’
e Save the report by clicking on ‘Save’

When saving a report, you will be prompted to provide a name for the report.
At this stage you can also elect to rename field names via the ‘Friendly field

names’ option. This is particularly useful if you require column headings in a
particular format for data loads into other systems.
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Add new report
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Once saved, a confirmation message will display on screen to confirm the
successful creation of the report.
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Saved reports will be available to run from the ‘Reports’ menu in the
Administration Panel.
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9.10 Positions

The “Positions” menu can be used to create, edit and delete options to appear
in the “Position” dropdown menu visible to administrators setting up
applications. To select which positions should be visible to Business Unit
administrators when setting up checks, or to turn on / off free text entry for
positions, select the appropriate checkboxes on the Add / Edit Business Unit
screen.

~ postns
Care Assistant 7 Q9

Classroom Assistant 79
Teacher 7 Q

The positions field information that is send to the DBS can hold upto a
maximum of 60 characters, which will include the selected workforce.
Therefore, please be aware when setting up a new position that could be
used with the workforce “Child and Adult Workforce”, the position should not
be longer than 34 characters to enable this to be fully included within the field.

v TOP TIP — Deleting Positions will delete this information from

records previously containing it. We would therefore advise that where
possible you retain these options to ensure retention of a full audit trail.

9.11 Terms & Conditions

The “Terms & Conditions” menu can be used to edit the text that appears in
the terms and conditions box that appears for each user level at log-in.
Alternatively, if this is left blank, no Terms and Conditions box will appear at
log-in.
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v TOP TIP —If you do not wish to use the Terms & Conditions
functionality for a particular user level, simply leave the appropriate box
blank and it will not appear to users at login.

9.12 Bulk Upload

The Bulk Upload option can be turned on or off for each Registered Body.
Additional RB’s using the functionality can choose whether to make it
available at a Business Unit level by selecting the ‘Bulk Upload?’ checkbox on
the Add / Edit Business Unit screen.
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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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Standard

Wolurtear
Baric Checks
Extwrmal IO Fea £0.00
VAT ALStE (96}
Burie VAT Rste (6}
e £0.00
VAT Rate (%)

Saarch Hstory

Once the profile is created it can then be allocated to a Business unit via the
normal edit business unit page. If the RB wants to change the charge then the
exact date/time that the profile is updated will then be used for checks created
under that charging profile from that point on. Old checks will still show up in
the report under the charges that applied to them at that point in time.
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.m. - _— o .. 5

The new report- ‘Billing Statement Report’ is designed to give Registered
Bodies and Business Units the ability to report on checks (and their charges)
that have been successfully received by the DBS. This report can be exported
in the usual excel file version but also in a PDF. The charge assigned to the
check is the charge assigned against the Business Unit at the time the check
is created.

9.14 Search History

To look up the history of a charging profile click the ‘Search History’ link at the
bottom of the edit charging profile page.

s

VAT FLate (%)
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The system will then display the following box where you can select a date
range.

Estamal ID Fen
WAT Pple (']

[ VAT Bupke (]

iI
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Enter the required dates; the system will then display the charging profile
history.
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Troubleshooting

This training manual outlines how to use the in-house
employmentcheck.org.uk system and should be a helpful point of call in the
event that users experience any difficulties.

However, should your users ever experience any issues with the system for
which the cause is not immediately identifiable, the “Show System Notes” tool
on the “Application History” (see section 8.1.10) is a particularly helpful
starting point for identifying the root cause of a problem as this provides an
audit trail of any changes made to an application.
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When experiencing issues with an application which cannot immediately be
resolved, we would strongly recommend that you make other administrative
users aware — this will just ensure that the application is not submitted or
changes made in the application in the interim.

When raising any systems issues with the Systems Development Team, we
would be grateful if you could please provide as much of the following
information as possible, since this will greatly assist our ability to replicate and
resolve the issue:

User level(s) and screen(s) affected

A screen shot (if applicable)

Application reference number

Username

The steps you took which resulted in the problem
What did you expect to happen?

What actually happened?
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Name

Description

Fields

Field description

7 Day ID Verifier Chase with Notes

Displays all applications
which have been in the

“Awaiting ID Verification”
stage for 7 or more days

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

Applicants on Hold with notes

Displays all applications in
“Holding” status

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
Applications sent to DBS group by Displays the total number |RBName Registered body name

Business Unit

of applications e-Bulked
for each Business Unit for
a specified date range

BusinessUnit

Application_Count

Total number of applications e-Bulked
for each Business Unit for the 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

RBName

Registered body name

BusinessUnit

Team

Application_Count

Total number of applications e-Bulked
for each Team for the specified date
range

DBS Admin Fee

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

RBName

Registered body name

BusinessUnit

Applicationld 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

employmentcheck.org.uk

Page 86 of 88




Employment Check System Manual

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

RBName

Registered body name

BusinessUnit

Application_Count

Total number of e-disclosures received
for each Business Unit for the 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

RBName

Registered body name

BusinessUnit

Team

Application_Count

Total number of e-disclosures received
for each Team for the specified date
range

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

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
Invoice Report Displays all applications |RBName Registered body name
received by the CRB for a [BsinessUnit
rsnpzizﬁﬁlg izt;r::?gzléfr Applicationld Unique system application reference
invoice from the CRB) 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
Link Sent to Applicants group by Business |Displays the total number |RBName Registered body name

Unit

of applications set up for
each Business Unit for a
snecified date range

BusinessUnit

Application_Count

Link Sent to Applicants group by Team

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

RBName

Registered body name

BusinessUnit

Team

Application_Count

Total number of applications set up for
each Business Unit for the 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

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
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Archive and Extract Report Run from the "Result first_name
Received from CRB" eBulk[|3st name
status. Archives all clear —
disclosures (without
content) in this status and |YP€

extracts certain business_unit
information in csvformat  [team

for these archived records.

name

org
employee_number

ni_number

disclosure_type

date_of_birth
works_with_wlnerable_adults
works_with_children
disclosure_number
disclosure_issue_date
volunteer

MIT Report BusinessUnit
ApplicationIlD

FirstName

LastName

Email

ManagerFirstName
ManagerLastName
ManagerEmail
Applicant_Setup
Applicant_Submitted
Applicant_days_passed
Id_Verification_Completed
Id_erification_day_passed

Application_Submitted_to_CR
B
Result_received_from_CRB

CRB_days_passed
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