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Mitie’s employee screening and vetting service

Completing an online application form

Email received containing a username and password;  Click on the link in the email

Enter the username and password 

exactly as shown in the email, we 

recommend to copy and paste the 

details to ensure accuracy.

A link has been received from your employer/prospective employer.  Click on the link; 

you will then be required to input a code which your employer will have provided. 

Complete your name and email address and create a password.  A username will be 

generated and this will be emailed to you. 

The reCaptcha may ask you to identify objects within pictures, this is 

to ensure you are not a computerised robot.  
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Completing an online application form

Before starting an application, please ensure you have the following, if applicable;

• Valid Passport details

• Valid UK Driving Licence details 

• National Insurance Number

• Address details for the last 5 years & 

• Previous name details

The first page of the application form advises what details will be required to proceed; 
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Applicant Consent

You have been requested to complete this application form via eBulk, therefore, this application will be 

electronically uploaded to either the Disclosure and Barring Service or Disclosure Scotland dependent on 

the category of check being undertaken.

All information requested is used solely for the purpose of producing a Disclosure and Barring Service or 

Disclosure Scotland certificate and is collected, stored and processed by UK CRBS Ltd and the Disclosure and 

Barring Service or Disclosure Scotland in accordance with the EU General Data Protection Regulation 

(GDPR). We will treat all personal information as confidential and we will not disclose it to any third party 

except: (i) with prior agreement; (ii) as necessary for providing our eBulk online disclosure service; or (iii) as 

required by law.

By clicking "I Confirm" you are agreeing the following;

That on this date you:

•Give consent for the application to be processed 

•Will represent your identity to be true 

•Will corroborate your identity to be true via documentation 

•Confirm that the information provided on the application is true and accurate to the best of your 

knowledge and belief 

A record of your consent will be retained for a period of 12 months.
Statement of Fair Processing

The Disclosure and Barring Service will refer the details provided on this application form to government 

and law enforcement bodies in accordance with any relevant legislation. The details provided to these 

bodies will be used for identifying possible matches to records held by them. Where such a match is 

established, data may be released to the DBS for inclusion on any certificate issued. The details provided on 

this form may be used to update the records held by the bodies specified above. The details provided on 

the application form may be used to verify your identity for authentication purposes. The DBS may use any 

information provided by the DBS on a certificate or otherwise held by the DBS to inform any of its barring 

decisions made under its powers within the Safeguarding Vulnerable Groups Act 2006.

Please confirm your consent by filling in the below details and clicking "I Confirm" below. If you do not 

consent please click "I Decline" and contact your employer/prospective employer.

Privacy Policy - standard/enhanced checks (paper and e-Bulk applications) 

declaration*

I have read the Standard / Enhanced Check Privacy Policy for applicants 

https://www.gov.uk/government/publications/dbs-privacy-policies and I 

understand how DBS will process my personal data and the options available to 

me for submitting an application. 

We are unable to process your application if you have not read the 

Standard/Enhanced Check Privacy Policy

Privacy Policy - DBS/DS online application declaration*

I have read the ukcrbs Privacy Policy for applicants 

https://form.crbs.info/TermsAndConditions/ApplicantPrivacyPolicy.pdf and I 

understand how ukcrbs will process my personal data. 

Yes No 

We are unable to process your application if you have not read the ukcrbs 

Privacy Policy

The application form will then ask for confirmation of your consent.   You will be required to actively confirm your consent and to input your name and email address.

Please note; we are unable to process any application if the consent has not been confirmed  
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Application form 
Applicant Details

Please ensure you use your full name, 

do not use an abbreviated version i.e. 

if you are known as Dave but your full 

name is David please ensure the full 

name is provided.  

If you have any middle names these 

MUST be included.

Compulsory Fields are marked with an asterisk *

Complete each field with your personal details. 

When you select a title from the drop 

down list, if the title indicates you may 

have changed your name, i.e. Mrs, a new 

section will appear asking you to confirm 

your surname at birth together with the 

month and year this name was used until.  

If your surname has not actually changed 

please insert the same surname again and 

insert the date that your title changed i.e. 

from Miss to Mrs 

Your Town and Country of Birth are required and your 

nationality at birth.

If you have been known by any other names please select 

‘Yes’ and type in the names and dates that you were 
known by that name.  

If you have not been known by any other names please 

leave this selected as No and continue to the next step
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If you have already completed the surname at birth in the personal details section this 

information will be automatically inserted into this section.

If you need to insert more previous names, click Add additional name and type in the 

details, continue to click ‘Add additional name’ until you have added all names ensuring 

there are no gaps in the dates.  You will not be able to continue if there are gaps in the 

dates provided

Once completed click Continue to Next Step

Application form 
Applicant Details & Address Details

You can use the lookup address 

by typing in  the postcode of 

your address and click Find UK 

Address. A drop-down list of 

addresses for that postcode will 

then appear for you to select the 

address from.  The data will then 

autofill on the form.  

You can also type the 

information into the fields.  

You will need to select the 

month and the year that you 

moved to your current address. 

If you have not lived at your current address for 5 years or more a new section will 

appear for you to provide a full 5-year history.

Please note that if your current address covers 5 years you will be able to continue to 

the next step
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Application form 
Address History

Please note that if your current address covers 5 years this section will not appear

On the left-hand-side of the page you will see the current address and you will need to 

complete the previous address/s on the right-hand-side of the page.  

Once the address details 

and dates have been input 

click the ‘Save address’ 
button and the address will 

move to the summary on 

the left of the page. 

Continue to add the 

addresses until you have 

covered a full 5-year period

You can edit or delete any addresses by clicking the relevant icon.

Please ensure there are no gaps in the dates.  You will not be able to continue if there are 

gaps in the dates provided and a warning will appear at the top of the page;

If you click edit the address will move back to the section on the right and will only update 

once you click Save address

Once completed click Continue to Next Step
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Application form 
Identity

The DBS require details of certain documents if you have them.  These are; 

• Valid UK National Insurance Number 

• Passport and;

• Valid UK Driving Licence 

By ticking the relevant option you are confirming you have the document and you will 

then be required to provide the details

Insert your national insurance number into the boxes.  The NI number is 

made up of two letters, six numbers and a single letter.  If certain details are 

input incorrectly the system will highlight this for you and you will not be 

able to continue until this is corrected.
If you are unable to provide your passport details 

change the option to No.  You will need to confirm 

the reason you are unable to provide the details.  

For example, if your passport is with the Home 

Office, this is acceptable.  If you have lost your 

passport this is not acceptable, you should report 

the passport as stolen and un-tick the option to 

confirm you do not hold a valid passport 
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Application form 
Identity

Insert your passport details

When you insert your date of birth the system will check 

that it matches the date input on the personal details page 

and will highlight in red if it does not match.  

Your passport must be in date to be a valid document, when 

you insert the issue date the system will check that the 

document is still valid and will highlight in red if the 

passport is out of date.  

If you are using a UK issued passport the system will check 

the passport number only contains numbers and that the 

number of characters is correct.
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Application form 
Identity

If you are unable to provide your driving licence details change the option to No.  You will 

need to confirm the reason you are unable to provide the details.  For example, if your 

licence is with the DVLA, this is acceptable.  If you have lost your licence this is not 

acceptable, you should report it as stolen and un-tick the option to confirm you do not 

hold a valid UK issued Driving Licence 

Insert your driving licence details

When you insert your date of birth the system will check that it matches the date input 

on the personal details page and will highlight in red if it does not match.  

You will need to select if your licence 

is UK or Northern Ireland issued.  The 

driving licence details are different 

depending on where it is issued.  A 

Northern Ireland issued licence 

number can be found at section 5 on 

the licence.    

The UK issued driving licence contains validation data on your surname, gender, date of 

birth and forename/s initials.  The application form will verify the licence details against 

the details input on the personal details section.

Examples of the most common driving licence issues are shown below;

Once completed click Continue to next step
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Application form 
Declaration

We would recommend that you discuss any convictions, cautions, 

reprimands or warnings with your employer/prospective employer.  

Having a criminal record will not necessarily mean you will be refused a 

position.  Any criminal record would need to be relevant to the role for it 

to prevent you from being offered a job. 

You are required to declare if you have any convictions, cautions, 

reprimands or final warning.  If you select Yes you will not be asked to 

enter any further details.  

You are required to provide your consent to for an electronic result to be sent to 

ukcrbs and to your employer/prospective employer.  The result will indicate that 

your certificate contains NO information or that the certificate DOES contain 

information.  If the certificate contains information your employer/prospective 

employer will not see the information until you provide a copy of the paper 

certificate to them.  

A paper certificate will always be sent directly to you at your home address.  

If you do not provide your consent we are unable to process a DBS check for you

You are required to confirm that 

you have not provided any false 

data.  You are also required to 

confirm that you have read the 

DBS statement of fair processing 

and again that you provide your 

consent for the DBS to provide 

an electronic notification.  

If you do not provide your 

consent we are unable to 

process a DBS Check for you

If your employer/prospective 

employer is paying for your DBS check 

then you will see a Send for 

Authorisation button.  Once clicked 

you will see a confirmation that the 

application has been  successfully 

saved.  If you are required to pay click 

the Save and Pay button.

Alternatively, you may be asked to 

continue to the next step for a Digital 

verification check 
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Digital ID Verification

If your 

employer/prospective 

employer are set up for 

digital verification, you will 

be required to complete 

an identity check through 

our trusted partner HooYu.  

You will be required to 

confirm that you have the 

documentation necessary 

to complete the digital 

check.  As a United 

Kingdom citizen you will 

need 2 photographic ID 

documents; a valid 

passport, a valid UK 

Photocard Driving Licence 

or a valid photocard 

driving licence from any 

other country.  

You will also be required to 

supply a document 

confirming your current 

address.  Proof of address 

can be any Bank, Utility, 

Insurance or Tax document 

issued within the last 3 

months

If you have not 

completed the passport 

and/or UK driving 

licence details on the 

identification page you 

will not be able to select 

them here.

If you do not hold the 

required documents, 

you will need to contact 

your 

employer/prospective 

employer to arrange a 

face-to-face visit where 

you will be required to 

take identity documents 

to have your identity 

validated by them. 

You will see a Send for 

Authorisation button.  

Once you click this your 

application will be sent 

to your 

employer/prospective 

employer 
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Digital ID Verification

As a Non-United Kingdom Citizen, you will be required to provide 2 forms of identity, these will need to be a valid UK photocard driving licence, a valid photocard driving licence from a non-

UK country or a valid passport and/or a valid UK Biometric Residence Permit. You will also be required to supply a document confirming your current address.  Proof of address can be any 

Bank, Utility, Insurance or Tax document issued within the last 3 months.  

If you have not completed 

the passport and/or driving 

licence details on the 

identification page, you will 

not be able to select them 

here.
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Digital ID Verification

Once you have confirmed 

on ukcrbs that you hold the 

required identity 

documents you will be 

provided with a link which 

will direct you to HooYu for 

the check to be processed.  

The link is valid for 7 days 

after which a new 

application form will need 

to be completed.

An email containing the link 

will be sent to you if you are 

unable to complete the 

check immediately.  Once 

the digital verification is 

completed the link will be 

automatically deactivated. 
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HooYu

When you click on the link you will be taken to a welcome page on HooYu which will 

greet you with your full name.  If this is incorrect, please click the cancel request 

button at the bottom of the page. If correct click ‘Next’

HooYu will again confirm which identity documents are required to complete the 

digital verification check.  A liveness check is a requirement of the digital verification 

system.  A liveness check is where you are required to do a selfie with your webcam 

or smartphone.
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You will then be asked to agree to HooYu processing and sharing of your personal 

data.  If you don’t agree you will not be able to continue and will need to contact 
your employer/prospective employer to have a manual ID check completed.  

If you agree, click the Agree and continue button.

HooYu

You will now need to complete the mandatory checks.  You can start by clicking any option.  



Mitie’s employee screening and vetting service

HooYu – Confirm your identity

1. Liveness check 

Click the ‘continue’ button to open your camera and complete the liveness check making 
sure you follow the instructions provided. 

Once you have taken the selfie you will see a processing screen.  

You will get a confirmation once the liveness check is done and will be 

prompted to continue to the next step, adding a driving licence. 

Click on the 

add driving 

licence 

button to 

continue. 
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HooYu – Confirm your identity

1. Driving Licence

Please read the guidance and upload a photograph of the front of your driving licence 

first.  You will see a processing screen. 

Please read the guidance and upload a photograph of the back of your driving licence.

Once done you will see a processing screen and you can continue to add your passport 
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HooYu – Confirm your identity

2. Passport

Please read the guidance and upload a photograph of the photo page of your 

passport.  You will then see a processing screen.  Followed by a confirmation.  

3.  Proof of Address

Please select the 

document type you 

have from the drop-

down list and check and 

tick the document 

contains the required 

data.  Once confirmed 

click the continue 

button 
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HooYu – Confirm your identity

Please read the guidance and upload a photograph of your proof of address.  You will then see a processing screen.  Followed by a confirmation.
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Digital Verification 

You will now see a number of confirmations regarding your digital 

identity check.  

On the HooYu website you will confirmation that you have 

completed all the required steps.  You will be returned to the 

ukcrbs site where you will see confirmation of either a pass or fail 

for your digital identity check.  If you have passed there is nothing 

further for you to do.  

If you have failed the digital identity check you will be required to 

contact your employer/prospective employer who will arrange 

for a manual identity check to be completed.  

You will also receive an email confirming the pass or fail and the 

next steps you need to take.  
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Application form 
Payment

If you are required to make payment for your application you will be directed 

to a Barclaycard payment system where your card details can be taken.  You 

will see the total due to be paid with a breakdown of the costs.  

You will firstly need to select which type of card you will be using.

Once you have selected the card type click the Process Payment button, you 

will then be directed to the Barclaycard payment system, here you will need 

to again confirm the card type you will be using by clicking on the symbol for 

that card type.

On this page input your 

payment card details and 

click Yes, I confirm my 

payment if successful you 

will be re-directed to ukcrbs 

and you will see a 

confirmation screen showing 

that your application has 

been completed 

successfully.  

If your payment is 

unsuccessful or you close 

out of the payment screen 

your application cannot be 

processed.  If the payment 

failed you can return to the 

payment page and go 

through and try making 

payment again. 

You are required to provide your employer/prospective employer with your identification documents.  Details 

of the acceptable documents are shown in the following pages.  If you have already shown your documents to 

your employer/prospective employer the process is now complete.  

If you have provided your email address you will receive and email confirming that your application has been 

submitted to the DBS.  The email will contain your application form reference number and a link to the DBS’ 
tracking service so you can follow the applications progress.
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Acceptable Identification Documents

Group 1 – Primary Identity Documents

• Current valid Passport 

• Biometric Residence Permit (UK) – A BRP showing Indefinite Leave to Remain, Indefinite 

Leave to Enter or No Time Limit can be used up to 18 months past the expiry date of the BRP.  

BRP holders are encouraged to create an account and access their eVisa 

• Current Driving Licence UK, Isle of Man, Channel Islands (Full or Provisional) 

– Photo card Style only 

• Birth Certificate (UK, Isle of Man and Channel Islands) – issued at the time of birth -including 

those issued by UK authorities overseas, such as Embassies, High Commissions and HM 

Forces. Must be original birth certificate. Certified copies are a group 2a document

• Adoption Certificate – UK and Channel Islands 

• E-Visa – Access via the ‘View and Prove’ service. If you do nt have a UKVI account to access 

your eVisa you can create on online Get access to your online immigration status (eVisa - 

GOV.UK)

• ARC -  Application Registration Card – Issued by the Home Office.

Group 2a – Trusted Government Documents

• Current Driving licence  - Photocard All Countries outside the UK excluding Isle of Man & 

Channel Islands (Full or Provisional) 

• Current Driving Licence  - Paper version (issued before March 2000) – UK, Isle of Man, 

Channel Islands (Full or provisional) – All information, including name and address, must be up 

to date. 

• Birth Certificate (UK and Channel Islands) – (issued after the time of birth by the General 

Register Office/relevant authority i.e. Registrars – Photocopies are NOT acceptable) 

• Marriage/Civil Partnership Certificate (UK and Channel Islands)

• Immigration document, visa or work permit - Issued by a country outside the UK. Valid only 

for roles whereby the applicant is living and working outside of the UK. Visa/permit must 

relate to the non Non-UK country in which the role is based

• HM Forces ID Card or HM Armed Forces Veteran Card (UK)

• Fire Arms Licence (UK, Channel Islands and Isle of Man)

Group 2b – Financial and Social History Documents

• Mortgage Statement (UK) – issued in last 12 months

• Bank/Building Society Statement (UK and Channel Islands) – issued in last 3 months - A print off 

of a bank statement that is endorsed with a stamp and signed by the bank is acceptable

• Bank/Building Society Account Opening Confirmation Letter (UK) – issued in last 3 months

• Credit Card Statement (UK) – issued in last 3 months

• Financial Statement - e.g. pension, endowment (UK) – issued in last 3 months

• P45/P60 Statement (UK & Channel Islands) – issued in last 12 months – Cannot be an online 

document

• Council Tax Statement (UK & Channel Islands) – issued in last 12 months 

• Valid Letter of Sponsorship from future UK employment provider (valid only for applicants 

residing outside of the UK at time of application)

• Utility Bill (UK) NOT mobile telephone – issued in last 3 months – Cannot be printed from an 

online account

• Benefit Statement (UK) e.g. Child benefit, Pension – issued in last 3 months

• Central or local government, government agency or local council document giving entitlement 

e.g. personal independence payment (PIP), free school meals, universal credit, asylum support 

etc.  (UK and Channel Islands) – issued in last 12 months 

• Valis EEA National ID Card 

• Valid cards carrying the PASS accreditation logo (UK, Isle of Man and Channel Islands) – Digital 

PASS cards are acceptable where they have been issued by an approved digital PASS provider 

and the QR code has been used to confirm details 

• Letter from Head Teacher or College Principal (UK) (16 / 19 yr olds in full time education or on 

an apprenticeship – only used in exceptional circumstances  if other documents cannot be 

produced – issued in the last month

• HMRC self-assessment letters or tax demand letter (UK) – issued in the last 12 months

• Valid European Health Insurance Card (EHIC) or Global Health Insurance Card (GHIC) (UK) 

https://www.gov.uk/get-access-evisa
https://www.gov.uk/get-access-evisa
https://www.gov.uk/get-access-evisa
https://www.gov.uk/get-access-evisa
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ID Checking Routes – UK Nationals

Non-Digital Verification routes 

Route 1 Route 2 Route 3

You must be able to show:

• 1 document from Group 1

• 2 further documents from either 

Group 1, or Group 2a or 2b

At least 1 of the documents must 

show the your current address

If you don’t have any of the documents in 
Group 1, then you must be able to show:

• 1 document from Group 2a

• 2 further documents from either Group 

2a or 2b

•
At least one of the documents must show 

your current address.  An appropriate External 

Validation check will then be undertaken by 

ukcrbs

Route 3 can only be used if it’s 
impossible to process your application 

through Routes 1 or 2

For Route 3, you must be able to show:

• a birth certificate issued after the 

time of birth (UK and Channel 

Islands)

• 1 document from Group 2a

• 3 further documents from Group 

2a or 2b

At least one of the documents must 

show your current address. If you can’t 
provide these documents you may 

need to be fingerprinted.  Please note 

that the fingerprint route does not 

confirm or validate your identity but 

will confirm that the owner of the 

fingerprints does or does not have a 

criminal record



If you need any further advice or guidance please contact the 

Disclosures Team who will be happy to help

T - 01256 487 889 

E - disclosures@mitie.com 


