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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

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

Login to your account and from the homepage select Standard/Enhanced 

application from the New application tile.

Select the Complete application form link

Depending on your organisations set up you may only see the option for 

Standard/Enhanced application 

Once you have confirmed you have all the required 

documents click the Start application button 

You will now be required to confirm that you have the applicants consent to complete the 

application form.   If you do not have the consent then close out of the application form, obtain 

the applicants written consent before completing the application form.



Mitie’s employee screening and vetting service

Applicant Consent

You have selected to submit this application via eBulk therefore the application will be electronically uploaded to either the Disclosure and Barring Service or Disclosure Scotland dependent on the category of 

check being undertaken.

You are bound by our terms and conditions to ensure that you have written consent from the applicant. Once you have obtained consent please click "I Confirm" and continue with the application. If you do 

not have consent please click Applicant Consent for a sample document.

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

That on this date the applicant:

•Gave consent for the application

•Represented his/her identity to be true

•Corroborated his/her identity to be true via documentation

•Gave a declaration about the information he/she provided

You also agree that you have written permission from the applicant to complete the application using their personal details.

A record of consent will be recorded electronically and retained for a period of 12 months, therefore, written consent should be retained by you for the same period of time. Please be advised that UK CRBS 

Ltd reserves the right to periodically request proof of consent.

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). All personal information will be treated 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.

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.

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

declaration*

Please confirm that the applicant has read the Standard / Enhanced Check Privacy 

Policy for applicants https://www.gov.uk/government/publications/dbs-privacy-

policies and that they understand how DBS will process their personal data and the 

options available to them for submitting an application.

We are unable to process any application if you cannot confirm the applicants consent and that the applicant has read the Privacy policies

Privacy Policy - DBS/DS online application declaration*

Please confirm that the applicant has read the ukcrbs Privacy Policy for applicants 

https://form.crbs.info/TermsAndConditions/ApplicantPrivacyPolicy.pdf and that the 

applicant understands how ukcrbs will process their personal data.

https://form.crbs.info/TermsAndConditions/ApplicantConsent.pdf
https://www.gov.uk/government/publications/dbs-privacy-policies
https://www.gov.uk/government/publications/dbs-privacy-policies
https://www.gov.uk/government/publications/dbs-privacy-policies
https://www.gov.uk/government/publications/dbs-privacy-policies
https://www.gov.uk/government/publications/dbs-privacy-policies
https://form.crbs.info/TermsAndConditions/ApplicantPrivacyPolicy.pdf
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Application form 
Applicant Details

Please ensure you use the applicant’s full 
name, do not use an abbreviated version 

i.e. if they are known as Dave but their 

full name is David please ensure the full 

name is provided.  

If the applicant has  any middle names 

these MUST be included.

Compulsory Fields are marked with an asterisk *

Complete each field with the Applicant’s personal details. 

When you select a title from the drop 

down list, if the title indicates the 

applicant may have changed their name, 

i.e. Mrs, a new section will appear asking 

you to confirm the applicants surname at 

birth together with the month and year 

this name was used until.  

If their surname has not actually changed 

please insert the same surname again and 

insert the date that the title changed i.e. 

from Miss to Mrs 

The applicant’s Town and Country of Birth are required 

and their nationality at birth.

If the applicant has been known by any other names 

please select ‘Yes’ and type in the names and dates that 
they were known by that name.  

If the applicant has 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 the 

applicant’s 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 amend the information if 

the autofill is incorrect.  

You can also type the information 

into the fields manually.   

You will need to select the month 

and the year that the applicant 

moved to their current address. 

If the applicant has not lived at their 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 the 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 the 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 are able to 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 the applicant has them.  These are; 

• Valid UK National Insurance Number 

• Passport and;

• Valid UK Driving Licence 

By ticking the relevant option you are confirming the applicant  has the document and 

you will then be required to provide the details

Insert the 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 the 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

If available insert the passport details

When you insert the 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.  

The 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 inputting 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 the driving licence details change the option to No.  You will 

need to confirm the reason the applicant is unable to provide the details.  For example, if 

the licence is with the DVLA, this is acceptable.  If the applicant has lost their 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 the driving licence details

When you insert the 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 the 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 applicant.  Having a criminal record does not necessarily mean you will be able 

to refuse a position.  Any criminal record would need to be relevant to the role for you to refuse the applicant employment. 

You are required to declare if the applicant has 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 confirm that you have the applicant’s 
consent for an electronic result to be sent to ukcrbs and to you 

the employer/prospective employer.  The result will indicate that 

the certificate contains NO information or that the certificate 

DOES contain information.  If the certificate contains information 

the applicant will be required to provide a copy of the paper 

certificate to you.  

A paper certificate will always be sent directly to the applicant at 

their home address.  

If you do not confirm the applicants consent we are unable to 

process a DBS check for you

Please note – If the applicant is completing the form via the generic link for an individual link this is the last section that they will complete unless your organisation utilises digital 

verification.  If you are completing the form on behalf of the applicant, digital verification does not apply and you can skip to the ID verification pages. Only ID Checkers or Company Admins 

have access to verify and authorise an application form
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Application form – Digital verification

If digital verification has been completed by the applicant you will see the following page, 
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Application form – Digital verification

If the applicant has passed digital verification you will see confirmation of this at the bottom of the page together with a document download which contains details of 

the digital verification check, including the liveness check photo, and copies of the photographic identity documents used by the applicant.  

Once you 

have viewed 

the 

documents if 

you need to 

please 

continue to 

the next step.

You can skip 

to the sign 

off section of 

this guide. 
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Application form – Digital verification

If the applicant has failed digital verification the applicant will need to provide you with their original documents and you will need to complete a manual verification of their identity.  The ID 

Verification page will state that the applicant has failed and will ask you to confirm which identification documents you have seen to verify their identity.   Please follow the steps under ID 

Verification in this guide. 
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Application form 
ID Verification

This section will ask you to confirm which identity documents you have seen to confirm the applicant’s identity, there are different routes which you have to follow depending on the 

documents you have seen.  For more detailed guidance on the ID documents that can be used and the different routes which you are required to follow please see the separate 

document – ID Checking Guidance v.3 August 2025

To assist you in following the ID Checking routes the application form will guide you 

through by asking specific questions and providing options based on your answers. 

ID Verification

Route 1; 

If you select Yes to providing a Group 1 document the application will follow Route 1 

and you will need to provide 3 documents in total, 1 from Group 1 and a further 2 

documents from any of the Groups

Route 2; External Validation

If you select No to providing a Group 1 document you will be asked if you have seen a document 

from Group 2a

If you select Yes to providing a Group 2a document the application will follow Route 2, you will 

need to provide 3 documents in total, 1 from Group 2a and a further 2 documents from either 

Group 2a or 2b. 

The application will need to go to External Validation, once you have confirmed which documents 

you have seen please click Submit and Continue
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Application form 
ID Verification

Once the External Validation has been completed you will be notified via email.  The 

application will either be successful or will fail.  Once you have received the notification you 

will need to log back in to the online system where you will be able to continue with the 

application. Please note if the external validation fails you will need to follow Route 3. 

If the external validation is successful the application will sit ‘awaiting authorisation’ to be 
completed

Route 2; External Validation

Route 3; 

If you select No to seeing a Group 2a document, this application will follow Route 3

You will need to confirm if you have seen a valid birth certificate

To follow Route 3 you MUST see a Birth Certificate, it may be that the applicant will need to 

apply for a certified copy of their birth certificate from the General Registry Office, this may 

mean a delay before you can complete the application.  You will need to see 5 documents in 

total, 2 from Group 2a (the birth certificate plus 1 other) and 3 further documents from 

either Group 2a or 2b

If you are unable to see a Birth Certificate select No

This application cannot be processed online, you will need to request a paper application 

form on which you will confirm you have been unable to establish the identity of the 

applicant.  The DBS will then contact the applicant and arrange for them to attend their local 

police station to have their fingerprints taken
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Application form 
ID Verification & Sign Off 

If you have followed any Route other than Route 2 you are required to verify the details of the 

applicant by looking at the documents and confirming the details on the application form match 

the details of the documents you have seen.  Please check the details and tick the relevant boxes, 

the minimum requirement will be for you to verify the applicants name, date of birth and 

address.  You will also be required to confirm that you are not checking your own identity

If the application followed Route 2 and was successful, the following message will appear and 

you do not need to verify as above.

You are required to give details of the job role, workforce and barred list checks required.  

The job role needs to indicate the part of the role that makes the applicant legally eligible 

for a DBS check.  

Firstly you are required to either input the job title, depending on your organisations set up 

you may have a list of job roles to select from

If you are selecting a role from a list the level of check, workforce and barred lists may be 

pre-selected for you.

If the workforce is not pre-

selected you will be required 

to select it from the drop-

down list.  This is the 

vulnerable group or groups 

that the applicant will be 

working with, e.g. a teacher 

in a school would be ‘Child 
Workforce’



Mitie’s employee screening and vetting service

Application form 
Sign Off 

Next you are required to confirm the reason for the DBS Check; 

New Post Holder = A new prospective employee

Existing Post Holder = An existing member of staff moving to a new role

Existing Post Holder Being Re-Checked = An existing member of staff who 

needs their DBS Check re-newed

If the level of check is not pre-selected you will be required to select the 

level of check required. 

If not pre-selected and if the position 

involves direct contact with vulnerable 

groups and is classed as regulated 

activity select the additional option/s 

that apply, e.g. A School Teacher job 

role would involve direct contact with 

Children.  By selecting these option 

you are instigating further checks on 

individuals who are barred from 

working with vulnerable groups

Enhanced checks are usually required for roles involving regulated activity 

i.e. School Teachers, Healthcare workers.  Standard checks are suitable for 

roles usually within a regulated establishment but not regulated activity i.e. 

receptionist in GP surgery or a cleaner in a hospital

If you select that the job role involves working from the applicant’s home address you will be required to re-

confirm this.  A pop up will appear showing you the applicant’s home address asking you to confirm that this is 
where the job role is based.  You will need to tick the box to confirm, if left un-ticked the option will be de-

selected
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Application form 
Sign Off 

Enhanced Check Option 

The DBS Adult First 

Check is only available 

for Care Homes and 

Care Agencies.  There 

is also an additional 

charge for this service, 

if you select this 

option a pop up will 

confirm the charge

Volunteers

When you select that an applicant is a volunteer you must confirm a number of points

If the answer to any of these questions is Yes, the applicant is not classed a volunteer by the DBS 

and the volunteer selection will be removed

Sign Off

You must confirm your agreement to the two statements

If your organisation does not use Purchase Order Numbers then this box can be left blank

When completed click the Submit button.  Depending on your organisations payment type 

you will either be directed back to the homepage of your account where you will see a 

confirmation message at the top of the page. 

Alternatively you may be directed to make payment by credit or debit card
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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 

submitted successfully.  

If the payment failed you can return to the payment page and go through and try making payment again. 

If your payment is unsuccessful or you close out of the payment screen your application will not be 

processed.  

Once payment is processed successfully you will be returned to the homepage of your account where you 

will see a confirmation message at the top of the page



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 


