OFFICIAL

Rushcliffe

Borough Council
How to Use the On-line Disclosure and Barring Service (DBS) Check

From the 1 April 2015, all new DBS checks will have to be completed on-line. All applications that
need a DBS check will be have to use this service unless you have previously registered with the
DBS Update Service. The cost is £52. If you use the Post Office ID checking service, then the fee
is £58. (Fees as of the 1 October 2019).

To obtain your online DBS check you will need to have a current email address so that you can
register on the system. If you do not have access to the internet and/or need help getting an email
address, you can get assistance at Rushcliffe Borough Council Customer Service Centre, Fountain
Court, Gordon Road, West Bridgford, Nottingham, NG2 5LN.

You will need to follow the on screen instructions with the main points being reproduced for you in
this guide. Once you have registered online you will need to bring all supporting documents such as
your passport and driving licence to the RCCC who will check and verify them against what you
have entered online. You will then need to make your payment, preferably by card. If you choose to
pay by cash you will have to attend a main Post Office. The online DBS check is expected to be
quicker and in cases of a clear check you will not be required to present your disclosure certificate
to the Council.

The basic steps to make an application are as follows:

1. Go to GBG Online Dislosures (https://gbg.onlinedisclosures.co.uk)

2. Register your details on the system

Register on the System


https://gbg.onlinedisclosures.co.uk/
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Need to Register?

If you have been directed here to self register by your organisation you can
do so below.

GBG OnlineDisclosures

Sign In

Organisation pin Don't have this? Click or press the

Register
register button == =

Email address .
Notices

Password

Application Help
® Contact Us
= OnlineDisclosures Privacy Policy
= The Applicant - How to Get Started

® The Customer - How to Get Started

Forgotten sign in details?
= The Customer - How to Verify an Application

© 2020 GB Group plc ('GBG') Accessibility statement

To submit an application through Rushcliffe Borough Council you will need to use the following
information:

PIN NUMBER 139143

To submit an application through the Post Office you will need to use the following information:

PIN NUMBER 139145

Step 1 of 2



The first time you use Online Disclosures you need to
Register. Click Register on the right hand side of the
screen.

Org Pin: This is a specific number supplied by your
organisation.

Your Full Name: Enter your full name.

Email: Enter your own email and confirm it by
entering it again.

Click Next Step
Please Note: If you do not have on Org Pin,

then you should contact the organisation requesting
you complete an Online Disclosures check.

Step 2 of 2
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OnlineDisclosures

Register - Step 1 of 2

You can self register to access our online application
service if you have been provided with a PIN and secret
word by your organisation.

Org pin Don't have this?
Your full name
Email address

Confirm email address

Cancel registration

Secret Word Z4LQX (use for both Rushcliffe and Post Office applications)

OnlineDisclosures

Formerty TG CRE @

Register - Step 2 of 2

Please enter the secret word
This should have been provided by your organisation

] | confirm Rushcliffe Borough Council - (Org) is my

organisation

Create password

Please chaose a password at least eight characters in length using a
combination of UPPER CASE, lower case and numbers (0-3).
Add special characters (@ !%5£) to increase your password security strength.

Confirm password

Complete registration

Cancel registration

Please keep your password
safe, as you will need this to
verify your documents at
the Rushcliffe Customer
Service Centre

Accessibility statement

Help
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If you have any of the documents listed
it is mandatory to supply the relevant information
requested. To make completing the application easier and Statement of Fair Processing
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Complete all the questions with your personal details.

Formedy TMG CRE

OnlineDisclosures

Your Name & Gender

Please provide your full name and any
names you have been known by in the past.

Birth Details

Please provide details about your place of
birth.

OnlineDisclosures

Formerly TG CAB

Contact Details

We may need to contact you regarding your
application. The contact details you provide
will only be used for this application.

Your Address

We require 5 years of address history

luding home and ity add

Please provide your current address first and
you will be asked for further addresses if 5
years are not covered.

For DBS checks, if your current address is
overseas it may be advised to use a C/o
address in the UK i.e. your employer. To
receive your disclosure cel

cate.

If you have travelled abroad with no fixed
abode, select 'Enter address manually'
where you can then provide your travel
details.

About You Contact Details

Verification
Documents

Summary Confirmation

Please note - we require all questions to be answered unless labelled as (Optional).

Gender

A confidential checking process exists for transgender applicants who do not wish to reveal details of their previous identity to the person who asked
them to complete an application for a disclosure. Please contact the Sensitive Team on Sensitive @dbs. gsi.gov. uk

Male Female

Title Forename

Surname

| Select |z| ‘ ‘

Do you have a middle name?

Yes @ No

Have you been known by any other names?
This could be a change of first or last name

Yes @ No

Date of birth

[ [

Town you were born in
This can be found on your birth certificate or passport.

County you were born in (Optional)
Your county at birth as it appears on your birth certificate.

O—O

About You Contact Details Verification

Documents

Main phone number  (Optional)

Phone numbers will only be used between the hours of Sam-5pm

Alternative phone number (Optional)

Email address

envhealth@rusheliffe.gov.uk

This is the email address you registered with and cannot be changed

Address History Timeline

Withdraw

Summary Confirmation

The chart below shows the last 5 years address history, it will update as you enter your addresses below.

| 5 years ago

Current Address

Postcode

Today
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() (2) (3)
. . \Z/ \°/
onllneDlScIosUr‘gg About You Contact Details Verification Summary Confirmation

Formerty TMG CAB 2 GBGroup. Documents

Verification Method

Verification method: Organisation View verifiers
Please confirm your verification method so
we can determine the verification
documentation required.

Select wi cation documents

Back to step 2

@ 2015 GB Group PLC Accessibility statement Help

Withdraw

You have selected enough documentation

You can now proceed to step 4 below

Which of the following group 1 documents do you own?

Chosen documentation must be provided for verification to prove your identity. At least one of your
chosen documents must be from the Group 1 documents listed below. Where there is no Group 1
document then a UK Birth certificate must be provided.

Please note all documents must be original, photocopies and documents downloaded from the
internet cannot be accepted. Why are specific documents required?

Current valid passport

Remove

[ — Full or provisional photo card driving licence

1¢ (UK, Channel Isles or Isle of Man) cccompanied by associated paper counterpart licence

Remove

Birth Certificate (UK or Channel Islands)

Issued within 12 months of date of birth (including those issued by UK authorities overseas, such as
Embassies, High Commissions and HM Forces)

‘ Biometric residence permit (UK)

Group 2 Document Selection

View group ocuments
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Please select 1furthe m of documenta

Group 2b Documents Issued within the last 3 months
Bank/Building Society Statement (UK or EEA)

Credit Card Statement (UK or EAA)

utility Bill (UK)
Electricity, gas, water, telephone. Not mobile phone bill

Benefit Statement e.g. child allowance, pension

Document from Government Agency/Local Authority giving entitlement (UK and Channel Islands)
Document from Government Agency/Local Autharity giving entitlement (UK and Channel islands) eq from Dpt of Work and Pensions, Customs &
Revenue, job Centre

Issued within the last 12 months

Mortgage Statement (UK or EEA)

Financial Statement
e.g. pension, endowment, ISA

PA45/PG0 Statement (UK)
Council Tax Statement (UK}

Work Permit/Visa (UK}

Issued at any time
EU National Identity Card
Bank/Building Society Opening Confirmation Letter (UK or EEA)

Letter of sponsorship from future employer provider (Non-UK/Non-EEA only)
For applicants residing outside the UK at the time of application

Letter from Head Teacher or College Principal {16/17 year olds in full time education at time of application)

Back to step 2

@ (a)
. . =/ =/ \Z/
OnllneDlscIosureg About You Contact Details Verification Summary Confirmation

Formedy TMG CRB. 5ol Documents

Application Overview Organisation name: Rushcliffe Borough Council - (Org)

Personal reference number (Optional)

| would like to be updated on my application progress via email updates (Optional)

Declaration Do you have any convictions, cautions, reprimands or final warnings that are not "protected"” as defined by the
Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2014)?

@ Yes @ Neo
Please read & confirm the following

By ticking the application declaration box | confirm that the information that | have provided in support of this
application is complete and true and understand that knowingly to make a false statement for this purpose may be a
criminal offence.

| confirm | have read and agree to the above terms

Confirm & subm

n Back to step 3

2015 GB Group PLC Accessibility statement Help
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Your application has been submitted for verification

What you need to bring

You are required to pay for your application, please make sure you take your credit/debit card with
you when attending the RCSC.

You will also be required to enter your password when starting the verification process. The cost is
£52. (The post office charge for verifying your documentation — as of 1 October 2019 this has been
set at £58.)

Bring your proof of identity documents. You can print out confirmation of the documentation you
have chosen, this print out is optional and also provides a complete list of acceptable documents
should you wish to have alternative documents verified.

What happens next?

Please do not make an appointment. Please take your application form and proof of identity
documentation to the Rushcliffe Borough Council Customer Service Centre, Fountain Court,
Gordon Road, West Bridgford, Nottingham, NG2 5LN for verification.

NOTE - Public information on Coronavirus

Due to the current coronavirus outbreak, Rushcliffe Borough Council has closed all contact points,
(Bingham, Cotgrave and East Leake) as well as the Customer Service Centre in West Bridgford
until further notice.

You can still get in touch with the Council’s Customer Services team by calling 0115 9819911 or
emailing customerservices@rushcliffe.gov.uk

Application paperwork must either be posted to:

Rushcliffe Borough Council
Licensing, Rushcliffe Arena
Rugby Road, West Bridgford
Nottingham, NG2 7YG

or emailed to licensing@rushcliffe.qov.uk



mailto:customerservices@rushcliffe.gov.uk
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