wWIRRAL

Online DBS Application Guidance for Applicant
To complete your DBS check online follow the guidance below:

e Go to https://www.dbsassist.co.uk/wirral
OPEN IN MICROSOFT EDGE

B https://www.dbsassist.co.uk/wirral/

wWIRRAL

APPLICATION MANAGEMENT

The applicant's ID is verified and the application is checked
and authorised for ebulk submission for disclosure
processing

Manage Applications »

Telephone 0151 691 8000

©2012-2020 MG Care Executive Ltd TA uCheck

e Click on DBS Application Form - "Start Application" and the following screen will appear.

»WIRRAL

Organisation Reference:

Password:

e Enter Organisation reference TRANSPORT (Capital Letters)
e Enter Password - wirral
(This password will be used each time you log into "Start Application").
e Click "Login"
e The blank application will then appear.
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e Complete the application, with your details making sure all the mandatory fields (those with
a * and in blue). You will not be able to proceed until these fields are completed. Use the
notes on the right-hand side of the screen for guidance.

wWIRRAL

-

Fields marked in blue are required
Title: * Select o
Forename:
Middle name 1:
Middle name 2:
Middle name 3:
Surmname: *
Date of Birth * Month

Day Year v

Gender: * male O female O
Nationality: * Select. WM
NI Number

Fields marked in blue are required
To speed up the resolution of any queries with your applicaien please provide a telephone number.

Telephone No:

Please supply your email address to allow us to contact you if required.

Email Address: *

Widdle Names - Please supply all middie names, especially
those that appear on your identity documents, e.g. passport,
driving licenee, birth certificate, efc.

I you do not not have cther middie names, please leave the
boxes blank.

Failure to comply will resultin delays.

Language - This determines whether the disclosure
certificate will be printed in English or Welsh

Minimum age for DBS checks - Someone who is aged
under 16 at the time of application is not allowed to apply for
a DBS check.

e C(Click Add Address Details, and enter address history for the past 5 years, which can be

multiple addresses.

Please provide your address history covering the last 5 years
You should enter the addresses in chronologicalorder starting wih the most recent, your address history needs fo
inciude January 2015 - present. The dates provided must aiso be continuous and nof contain any gaps.

No history yet provided )

Add Address Details

5 years history You must supply 5 years history before you
can carmy on to the next stage.

Deleting history You can only delete one item at time
starting with the oldest one chronologically.

Editing history You are able to edit any of the addresses
You have enter. You are not however able to edit the dates If
¥ou vish to change the dates you will have to delete the
address and re-add it with the new dates.

Ensure that you leave the appropriate space in the postcode. It will let you proceed but will

result in a ‘rejected application’ after submission. The error will have to be fixed by the

administrators and resubmitted.

e Once you have more than 5 years or address history you can click “Next”.

+WIRRAL
D o

Please provide your address history covering the last 5 years

‘You should enter the addresses in chronological order starting with the most recent, your address history needs fo
lude January 2015 - present contain any gaps.

You have s far provided 10yrs Omnths history. ()

Current Address

123 Smith Streat, o
Wirral, CH43 0TU. United Kingdom oo
FROM Jan-2010 TILL PRESENT

5 years history You must supply 5 years history before you
can carry on to the next stage.

Deleting history You can only delete one item at a ime.
starting with the oldest one chronologically.

Editing history You are abe to edit any of the addresses
You have enter. You are not hoviever able 1o edit the dates. If
you wish to change the dates you wil have to delete the
address and re-add it with the new dates.
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Additional Info — If you have any previous names, update the Other Names section, if not,

leave this blank.

Place of Birth details and Conviction History are Mandatory fields and need to be completed.

Once these details are all entered, click “Next”.

Thiss sction must be filled in where marked In Blus ONLY if you have used sny othar names

Plisase provide detsis of any oiher names used o any ime duing yoar ifetme and the gales during which te nemes
were used. Please enber sach farenzme and sumame separetely using the ‘Add’ bution below.

Type:® [ Select |

Name: ¢ | |
“*earMonth From: =

YearMontn To: =

Finlds marked In Blus ae required

Town: *

Caunty:

Country *

Nationaity at birth: «

Havs you changad your
nationailfy sines birth?: +

Have you changed your birtn
surname?:

D -

An ‘unspent’ conviction is any conviction ihal i =il held an your criminal o

Please refer o: Rehabil
reprimands held on the Polic

an of

M

Fenders Act. The DBS g no longer remave canvidions, sautions znd
| Computer*

*Far sxzeptian:
wars justice. gov.

Iegiclation o for mare infoemation please refer to Rehabiitaton of Ofsnders Act 1674 at:
/guidance/docsirehabiiitation-offenders. pdf of

0o you nave any canvictions,

cautlans, or finai

warmninga, wiich would not be | Select... ~ |
Ttered In lins with current -
gquidanca?: *

Change of nams{g) - Please ensure thel where names
change they run in date order end with no gags.

Other nEmes - f you have used any alher rames at iy
time during your Gfalme pleass provide Sem

Allases - Pie:
have used

& supply detniis of any akas names you may
g dales fram and 1o, e.g. Wiliam known

o5 B ot
£ould cause your applicaian ta be delayed or rjected by the
DBs.

frirs thee Oibar Names sectian. Failisre to da 5o

Conviction History - If you have any urspen convicians
you mist sehect Yes.

For more i on of Offenders Act

see Rehal
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You now need to read the Applicant Consent page and tick the 3 boxes at the bottom of the
page to state you have read the information and agree.

You also need to enter your Forename and Surname into the box provided before you can
click “Sign and Continue”

»WIRRAL

DBS Assist - Applicant Consent - Please Read:

What personal data is being collected by Wirral Council?

By complzting the information forms contained in this serviee, | scknowledge and consent that you, Wirral Council, may collect andior receive andior process certain
persenal information and data about me that | hawe provided. | agree and corsent to the personal information that | provide being processed in line with the following
checks that may be caried ot on my personal data:

= Disclosure & Baming Service iEI"-T?aIx}Ed Check)
+ Disclosure & Barming Senvice {Standand Chack)

Why do you need my personal data?

| understand that my personal dats is required to underake checks on me. Wirral Council has requesied these checks to ensure that | am suiable for my curment position
or the position that [ am applying for.

Who will my personal data be shared with?

| understand that all of my personal data will be collected and processed lawfully in accordance with the Data Protection Act TBEE, the G-eneral Diata Protection
Regulations 2018, the Dats Protzction Act 2018 when enacted and Wirral Council Temns of Use | Statemert of Fair Processing Policy and Privacy Police

Declaration by Applicant - DBS Consent

The Disclosure & Baming Service will refer the details provided on this application form to govermment and law enforcement bedies in accordance wath any relevant
:%a:wn The details provided to these bodies will be used for identifying possible matehes to records held by them. Where such & match is established, dsta may be

ed 1o the DBS far inclusion an anﬁcertrﬁcaﬁe issusd. The details provided on this form may be wsed to updste the records held by the bodies specified above. The
Disclosurs & Barring Service will refer the details provided on this 3 gllc.:hon form to government and lzw enforcement bodies in accordance with any refevsnt isgisiation.
\Where such a match is established, datz may be releassd to the DBS for inclusion on any cerfificate issued.

+ | understand and will ensure that | enter my commect address details on the application form. | undarstand that once my application has been processed, the DBS
will send my Enhanced or Standard certificate to my current sddress as specified on my application.

| understand the exact processing _Eggl personal information will depend upon the reguirements of Wirral Council. Wirral Council will inform me and Wirral
‘Coungil of the specific checks thst n to be carried out on my personal data

- | zonsant o Wirral Council utifising the M G Care Executive Limited trading as uCheck DBS Assist system, which incorporates two UK based IT companies wha
ensure the system znd my personal dsta is fully operationa! and will process my checks cormectly.

| understznd that Wirral Council will share the results of my checks, inveicing dats and summary reports with 'Wirral Cowncil.

| understand that Wirral Council may socess my personal data outside the EEA in order 1o complete, amend and of view my check.

| understand that Wirral Council will make a decision on whether or not to proceed with my applicstion or my current position based on the results of this check
including any specific recruitmeant reguirements.

| understand that Wirral Council will delete any information that | have provided that is not required for processing.

| understand that the retention of my personal data will be stored by Wimal Council, and the deletion of my dsta will be initisted by my leave date which will be
provided by Wirral Council

| understand that if | access the system outside of the EEA that Wirral Council cannot guarantee that the loeation that | access the system from will be {nm[élliam
with the General Data Pratection ulation 2015 "GDPR"). | understand that there may not be adequate technical and organisational measures required by
GOPR: in any locations outside of the EEA Wins! Council recormmends that the system is onty sccessed and used within the EEA

+ | understand that | own the rights to my data and have sole responsibility 1o ensure my data is reliable and accurate for processing by Wirral Council.

What | should do if | do not want to provide my consent

You are not obliged to consent to this reguest. if you do not consent, you should notify Wirrs] Council who sent you this form.

| understand that | may withdraw this consent by giving written notice to Wirral Cowncil by emailing Wirral Council at the following email address: DBS@wirral.gew.uk.
1 1 have read the StandardiEnhanced Check Privacy Policy for app}lmntsmwmmmmmmijm and |
understand how DBS will process my personzl data and the options available to me for submitting an application. [tick to confirm}.

[ i consent to the DB S providing an electronic result directly to Wirral Council that has submitted my application. | understand that an electronic result
contains a message that indicates either the certificate is blank or to await cerlificate which will indicate that my certificate contains information. In seme

cases, Wirral Council may provide this information directly to Wirral Council prior to me receiving my certificate. {tick to confirm).

[ 1 have read and understoad this statement. | confirm to my personal data being processed for the reasons set cut abowve. (tick to confirm).

Your Signature (type in your forename and surname as entered in the application as your signature): T R
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e You will then be provided with an overview of the information you have completed. If
everything is correct, Click in the box to indicate consent and Click on "Submit"
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e Make a note of the unique form reference number
¢ Your DBS application has now been submitted. Please liaise with the relevant service to
arrange for your Identification checks to be completed, if these haven’t been checked and

recorded already.
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Document Ownership

Document owned by: Head of Human Resources / DBS Lead Signatory

Document written by: Mike Wallace, Business Change Analyst / Andrea Morrell-Foulkes, Senior HR

Officer/Team Leader, Change & Organisational Design

Date document written: | 29" January 2020

Document due for 15t 2023

review:

Version Control Table
All changes to this document are recorded in this table.

Date

Next
Notes/Amendments Officer Scheduled
Review Date

11" June 2020

Version specifically for TRANSPORT Andrea Morrell- | 2023
organisation Foulkes, Senior
HR
Officer/Team
Leader,
Change &
Organisational
Design
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