
 
 
 

 
 
How to complete the Online DBS form 
 
You will be sent an email with two links and your login details.  
 
The first link will take you to the online form, and the second link will take you to the GOV.uk website about 
DBS checks. 
 
The first time you log in to the online form you will need to create some memorable information. You will be 
asked the answer to this each time you log into the system as well as your username and password 
  
Filling in the online form: 
  
Page 1 
 
Fill in the form 
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This page tells you which position you're applying for and our organisation name.  
 
This will be pre-set by us and you do not need to change it.  

 
  
Click 'Save and go to next screen' 
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If relevant, add in the extra information. 
 
Don’t forget you must declare any previous names you have had including where there have been different 
spellings of your name, as well as making sure you give us a full 5 year address history.  
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If the system detects an error or requires any further information, an error message will appear advising 
you of the area requiring further information 
  
Once you have completed the form you should get a confirmation message: 
  

 
 
You will then see the summary pages. Check that this information is complete and correct, then click 
'Submit form'. You will then get this confirmation message: 
  
The online form will be sent to us. You will need to send us photos of your ID, and we will arrange a 
meeting to validate your ID.  
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