S Checks and Eligibility Webinar

i shortly but please familiarise yourself with the
below:

Adtwo hours.
k around halfway through.
phones shou Yair g@ at-all times.
cams should never be ena O
he chat function can be used to ask USS i ORthey can be
submitted during the course to disclosure@thirtyoheei
with the subject line Webinar

Creating safer places. Together,




Checks and Eligibility Webinar




E% ,

Brief overview of staniniﬁ 0
Overview of the management of the Ik syst
Understanding Regulated Activity and eligiili

Basic Disclosures
Overseas workers
DBS Update Service

- including typical scenarios

thirtyone:
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If gouz;v r need help contact us:
O

Telephone : 0303 ’ﬁ;ﬂ%@p ion 1)

Email: disclosure@thift nee@gr

N







Saf ruutment
why is |t \p tcmt"




What does a safer recruitment
process look like?

Job/ role Face to face
description interview

Self-declaration

q
References DBS check ,
form ' /

thirtyone:
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f?ffs

Safe

CII’ on

Further details on our website under trcn@n
over the phone: 0303 003 11 11 (option 3)

thirtyone:
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Ebulk guides
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app

Guicé%%' o how to start an

o - W
Ef@ @@@

O
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Starting an enhanced DBS application

Invitation to applicant example

ur application e as please enter the job role.

lete your online version of the DBS application form please follow the
i i relevant
“Applying for a DBS Basic Disclosure’ or Applying for a DBS

W enter your thirtyone:eight membership no.
7 W iy

7 your own

personlane (sl
Your position applied for (to\pe ! w) .s%&{w applicants job

role as per Appendix 5.

Dorftforget that once you have completed your fGipnlineffou wi e
dentiication documents. Please make sure thakhgfe you
Found n the supporting tion of the guide,

95

f you need any further assistance, please feel free to contact me as your
organisation's Recruiter.

Kind regards,

thlrtyonei
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Starting an enhanced DBS application

Start application

Qo .
O — i @f@ /]

Application

Select this box to submit an application for a Standard or
Enhanced level DBS check.

thirtyone:
eignt

Start Application —
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Step

Start Ne

For further guidance on what information is

Please enter your Organisati

ORGANISATION REFERENCE *

ORGANISATION CODE

thirtyon
eig

16)
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Step %Zg
About You

Mandatory felds are denoted by *

Third Party Details

Select

Personal Information

thirtyon
eig

16)
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adaiess e can use 1o comact you.

y
want to receive texts untick the Allow SMS Alert box.

ALLOWSNS ALERTS

appiicaton. I you so ot

) ply s to allow an
‘application has been submittes.

‘BuAL ADORESS

PREVIOUS

thirtyon
eig

16)
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eig
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POSITION APPLIEDFOR* (7))

Step @
O
Employment beals f f@

Youth and Pastoral Worker|

EMPLOYERNAME® (1)

THIRTYONE EIGHT

Conviction History )

Please refer to: Rehabilitation of the Offenders Act. nio longer iictions, calr d held onthe
Police National Computer*
*For axcept Act 1974 at:
3n fa/uksl 20131198 enpdf
DO YOU HAVE WHICH WOULD NOT 8E FILTERED [N LINE WITH CURRENT GUIDANCE? (4
Select ~

19



Step
Application Cowfir }icm)a d/C@sent

Third Party Details

FoREuME
pres
s
TELEPHONENS

oame

Personal Information

MR

FoRumE
JOHN
eoocE waes.

amuE
SMITH

oaTEcE BT
04/08/1397

mom
MALE

Contact Details
useuse

ENGLISH

TaSHoNEN

L arosess

o4 (/yf

e

YOUTH AND PASTORAL WORKER O
venorem A

THIRTYONE EIGHT
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Application CM}G‘ Cofisent Employment Detalls -
NG </ OUTH AND PASTORAL WORKER
E— W f TTvouEacHT

ion History £

o
TR0

wsTme

MR

/)

T olgien o
JOHN
Consentto mwwma&ﬁu
Jeoosaes . I
bl el
5
SuTH
sty sefioe (]
outeor sk
04/08/1397 Declaratonby Applcant ~
s o e s A (
‘Securty Watchog Satement
Contact Details =
EnGLSH
TasmoER
[ roon
Address History Ed
creENROAD.
SHANEY

eRa7y Nov2000 fe—
UNITED KINGDOM.




(@ Your reference number ks SU3SMITA368

Step
O
Application@%ﬁ%?

Mzke & note of this reference and amrange 1o visit your employer or Regissered Orga@i=X(oMrorhzve yhur if = erffied
rised 13 bring svidence of yaur idemtity. For suitsble forms of identifisation, plasss resd dosirent /45 Let\of s\ceptable fenfiic i

thirtyone:
rtyeight @
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In t @c@uon we will
explo

Managing the Ebulk @@ Sk

thirtyon

)

eig
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onaging the Ebulk system

ﬁmz@e your applications

Login to view and

' Manage applications
N

Application Management

Selectthis box if you have & user account for your organisation 1o

Sy

thirtyone:
rtyeight @
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Step zg

Applicatio

Usze the =ign in below if you have a user account he

O

gement

eBulkPlus

DRGANISATION REFERENCE *

E t@

USERNAME *

DATE OF BEITH *

oo ~ MR W YYYY

Date of Birth and pass
inthe Ao autom

r the tempos

26



Step

Applicati

Please enter your password.

PASSWORD *

Forgotten your password?

27



Step

System

Please create a new password
Application Management section

Your Login Details

CURRENT PASSWORD:

NEW PASSWORD:

CONFIM NEW PASSWORD:

DATE OF BIRTH




thirtyon
eig

%0
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steps

[o— »md W fm

Applications Dashboard

7 Awaiting Exteral 1D
0 Queried Applications
Awsiting Payment

Transfer

Queued 0

Sent 0

Submitted

Processing

Certificate Review Required

Completed

30



DASHBOARD

Applications for Checking

The table contains applications waiting for ID verification

Click the reference number to view the application details and cor

CHANNEL

— Select—

Date Crested

13/11/2020  [oBS]

29/09/2020

29/09/2020  [DBS]

25/09/2020  [bES]

25/09/2020  [BS]

27/08/2020  [DBS]

27/08/2020  [DBS]

‘Showing 7 results

] 134APPLA34S

eva

v || —Select—
ORDEREY

v || Latest

Our Ref.

903SMITA368

879APPPA345

F13APPLAZAY

727APPLAZAY

919TESTA291

J9RTESTA290

starus

~ || WaitingID Check

Surname

SMITH

APPPLICATION

APPLICATION

APPLICATION

TEST

TEST

Date Of Birth

04/08/1997

01/01/1998

01/01/1998

01/08/1994

01/08/1994.

01/01/2001

01/01/2000

OrgRet Application Ref

one:
rtyeight

31



Step f I.\ )
™, m. u

Applications - 90

The details of this application can be viewed below.

App Created: 13/11/2020
Cheek ID: incomplete
Section Y: incompiete

WITHDRAW

APPLICANT NAME JOHN JOHN SMITH

DATE OF BIRTH 04/08/1997

sTaTUS ‘'Waiting ID Check and Section ¥
'OUR REFERENCE 903SMIT4368

DBS REFERENCE

DATE OF CONSENT 13/11/2020 12:54:43

IT@!
@ O
O
O

32



step8’ | _

DASHBOARD m&c@as y R

Applications - 903

The details of this application can be viewed below.

App Created

13/11/2020
Check ID: Incomplete.
Section Y: Incomplete

WITHDRAW

OVERVIEW  APPLICATION

Third Party Details

Personal Details

MR
Jokn
JoHN
ST

04/08/1997

NOTES  AUDIT

=
ESU

i

Registered For Update Ser t@

Edit

e

33



ID c

OVERVIEW  APi 0N

Application Header
APPUCANT NAVE 5

oaTEOF BITH 04/08/1997

starus Witing ID Check and Section Y

'OUR REFERENCE 903SMIT4368

Des Rerenenice

DATEOF ConsenT 13/11/2020 12:54:43

WORKFORCE None specified

1D CHECKED BY
TELEPHONE O

1D CHECKED O




nnnnnnnn
uuuuuu

DATE OF BITHCHEDKED

‘cosTCove/PeoNTE IANEER

"EVIDENCE CHEKED BY MATTHEW COADY.

VIEW APPLICATION

thirtyon
eig

%0
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ID checking

thirtyon
eig

%0
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ID checking

%?f}?

- 0\ veyifica
Retumtg Applizatio




ID c@g ing - do

« Cross match the im

information provided on the(disclosur plication form

(name, previous names, date a d ess

etc.).

with the personal

» Where possible, ask for photographic identity (e:g. p s
new style driving licence, etc.) and compare this against th O

applicant’s likeness

one:
rt!zeight
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IDc ing - do not

« Check ID for themselés or a

» Accept photocopies of any ident

pplicapt related to them.

C d nents.
nte Z: :

» Accept documents printed fromth

statements
» Accept foreign equivalent of an identity document is list

as (UK) on the list of valid documents

one:
rt!éeight
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|n
f porary changes
As the publicis being a to

w@ ome where possible, this is causing
difficulties in receiving the physicakdoc o the DBS have introduced the
following temporary changes to enabl t|II ubmitted.
The change will enable: @

* ID documents to be viewed over video link
* scanned images to be used in advance of the DBS check being submltted

The applicant will be required to present the original versions of these documents
when they first attend their employment or volunteering role.

40



Sec

OVERVIEW  APi 0N

Application Header

DATEOF COMSENT

Section Y

JOHN JOHN 3 i
04/08/1997

Waiting ID Check and Section Y

903SMITA368

13/11/2020 12:54:43

None specified

41



APPUCATONTIE (3}

DS ADULT FIRST CHECKREOURED (7

Additional Information

thirtyon
eig

%0
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Thank your> ion

This application is now ready for CounterSignatory Authorisation-pleaSe

APPROVE

thirtyon
eig

%0
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DASHBOARD \TIONS,

Applications for Checking
The table i licatit waiting for ID

CHAHNEL [1=0-8
—Salect— v | | —select—

DsPLAY ORDER BY
0 v | | Latem
Date Created Our Ref Surname
1371172020 [DBS]  903SMAITAIEE SMITH
20/00/2020 [DBS]  13AAPPLA3E APPLICATION
29/09/2020 [DBS]  BTOAPPPA3LS APRPLICATION
25/09/2020 [DBS]  FIIAPPLAZAZ APPLICATION

50920 Fpes)  7zaPPLaan

Date O Bith

04/08/1997

01/01/1998

01/01/1998

01/08/1994

01/08/1994

FIND APPLICATION

Org Ref Application Ref

44



Fla aCPplications

OVERVIEW N AUDIT

Application Notes f Refresh
Adult Barred List (Crested by MATTHEW CO: 13/11/2020 13:26

Please call to discuss or add a note to explain how the applicant
is eligible for a barred list check with zduls.

1ot eligible for a barred fist check. please advise how the
spplicant works with sduits at risk (and how often with adufta)

In order to help you determine eligibility, plesse do go thraugh our
flow chart in gur Interactive Eligibility Guide at

https:/fthirtyor db: qibility-quid

To ensure the integrity and security of this members-only service
‘access is protected. 20 you will need the follawing:

The username is: guide@thirtyoneeight.org

The password is: Guide318

Many thanks

ADD NOTE

Yo @@

O

45



Ld Ld Ld
Tracking applications
DASHBOARD m J Mﬁ
Appllcatlons Dashboardé ?
Pre Submission @
s ; i @

@

thirtyon
eig

ne: )
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For DBS applications, click the track link for a prograss

CHAHNEL [1=0:8
— Select— w — Select — v v
DISPLAY ORDER BY

FIND APPLICATION

Date Sent Qur Ref Sumame Date Of Birth Org Ref Application Ref

25/09/2020 1 036APPLA343 APPLICATION 03/07/1992 8




Tro? ﬁ applications

Stage 1
Stage 2
Stage 3
Stage 4
Stage 5

(Application Form recelve

(Police National Computer searched):

(DBS Children, DBS Adults and

(Records held by the Police search):

(Certificate Printed):

Completed |
Completed

: In Progress

In Progress
ot Started

thirtyone:
rtyonc: )

eig
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Viewing the result

thirtyon
eig

%0
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Iica@l Results

pntaing applications that have recently been completed

NNEL LEVEL
Select— ~ — Select—
isP oRDERBY
Latest

Resul Date Reference Sumame

oyoozmo Pl erzsuRndaze SURNAME 3423242132137
2364211

0002020 P1 4525URN4IZS SURMAME 123123123213 01/09/2020
32312

2EIENHA3987

Viewing the result

IANCED 123456 01/05/2020




Vie t
Applicat@

The full detail of this application can b

App Creaied 01/05/2020

Csig Auth: 01/05/2020

App Sent 01/05/2020

Certificate Information

CERTIFICATE RESULT.

CERTIFICATE Ni: 123456

ISSUE DATE:

Cenificate contains no information

01/05/2020

Download Cover Lefter

he result
@)

51



App Created:

Csig Auth:

App Sent:

CERTIFICATE NO:

ISSUE DATE:

Certificate Information

CERTIFICATE RESULT:

22/09/2020

22/09/2020

22/00/2020

Plzase wait to view applicant

cetificate

34232421321312364211

06/08/2020

52



Creﬁ/ﬁ//%

reports

DASHBOARD APPUMNS (/

Applications Dashboard

“The table below provides an overview of the status of your current applications within the sys

old have been automaticaly archived.

Pre Submission

Awaiting Verification 7
Awaiting Authorisation o
Transfer

Queuea o
Sent o

90 days

Awaiting Extemal ID
Queried Applications

Awaiting Payment

53



Reports Dashboar

The options belaw provide access 1o all spplications processed throug

General Reports

Renewals Report Cerificate Results O
Applicant Payment Report Applicant Payment Report
Outsianding Applications Ouistanding Applicationa

D8S Adult Frst Requested

thirtyone:
rtyeight @
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Create R

Processing

regﬁ reports

Dtimc fregort Farameree Approved By u] Query Flagged Date ] Wabdrawn Date o
. -~ — 8 B D
- S .
— Select— v —Select— v Al v Résilt
sy oreR B o a o
e
mesuemmemgl O =
Application Data o
DOB Applicant Email o Purpose OF Check Type. o
1D / Section Y
Application Fields 1D Route Taken o Working With Adufte Volumeer
View Our Ref m} Purged Flsg o
s Applcation Type o
Processing
Approved Date m} Sent Date m} Withdrawn By o
— o A —— o —— o
Gog Auth Dete o o m]




Overseas workers

f?jfzg




O%as workers
O
There are risijﬁ@

with no UK residence

Disclosure certificates may hold Iittl J ¢ bgcalise the

Computer contains only a very limited number ¢f/0 erseas C@victions.

@)
An applicant could be in possession of a ‘clear’ certificate whigh-may

not present a true picture of their background.

in obtaining a DBS check for workers

Police National

thirtyone:

eignt
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eos workers

« If an applicant has a a@

possible a ‘Certificate of GoodA

* Further details on where to obtain this informa

https://thirtyoneeight.org/dbs-service/overseas-workers/

Please email any questions to Disclosure@thirtyoneeight.org

ddress history, wherever

n - lent is obtained.

e@sute at

thirtyone:
eight

i)
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Aboutusv  Joinus v News and Events v

Training v

When recruiting people (either paid staff or volunteers) from ove

Enhanced Disclosures for Overseas Workers

history. If a church or other organisation is considering an applicant with substantial or sole overseas residency,
a Disclosure application may have little value because the Police National Computer contains only a limited number of overs2as conyibtions. Equall
the applicant would also then be in possession of a ‘clear’ certificate which may not present a true picture of their background - the rvsks@s are

self-evident.

When considering such candidates our advice is to obtain a criminal record check or ‘Certificate of Good Conduct’ from all countries where they have
resided and to ensure full safer recruitment procedures are applied i.e. job and self forms, interview and
appropriate references. This is the most robust way of ensuring you are recruiting safely rather

than relying solely on a DBS certificate which, under these circumstances, involves inherent risks. We also recommend that all this documentation is
kept on their staff/volunteer file indefinitely. For further onr safer practices see: Recruiting Safely.

For country-specific information go to CPNI and Government Guidance.

Please email any questions to Disclosure@thirtyoneeight.org

59



Overseas workers

O T TR
O O CON—
CO—

Bangladesh

South Africa (Republic of)

Belgium

C—

Mont:negro

Metherland:

_ _7\

China (Peoples Republic of)

'

[ T N Ty

thirtyone:
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Overseas workers

? O
z , United States of America

How to obtain a criminal record check - detailed guidance

Individual applies by post/through authorised F2i-aporoved channeler
to Federai 2 i of Investigation {¥BI) Criminai Justice \nformation
Services (CJIS) Division

Fingerprints required
Cost $18 plus fingerprints cost/varies through chazneler
Certificate issued in English

Turnaround 5-6 weeks (varies through channeler)

thirtyone:
rtS:aight
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0000 900600000000

f esponsibld, &igal records
Apply in coun
How to apply in coun
Where ta apply in th

How to apply in the UK
Wha can apply

Cost, payment and turnaround

How results are presented and security features
Languages

Criminal convictions listed on certificate

Confirming authenticity

Official bodies providing advice on interpretation

of criminal records
Legislation

Pending changes
Sources of information

Sample documents

Overseas workers

Criminal History Summary (Rap Sheet)

Federal Bureau of Investigation (F8i} — Criminal lustice Information
Services (CIIS] Division

FBICIS Division = Summary Request,
1000 Custer Hellow Road,
Clarksburg,

WV 26306,

UsA.

Tel: +1 (0) 304 625 5590

Email: labon@ico gov

et ol

List of FBI Approved Channelers: www.fbi.gov/about-us/cilsferiminal-

| fingerpeint card must include
tandard fingerprint form

+ Submit to an F8i-Approved Channeler (a1
the F8I o expe:
Summaryl. N
« A5t of FBl-Approved Channelers for Departmental Order
Submissions can be found in Section 3
« An FBl-ARproved Channeler may anly process requests for (5
«itizen (lawful permanent resident of the US).

thirtyone:
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+ Applicants cansubsgrie
the issue date (Enhance

* This service is free for use for voluntg id workers are charged an annual subscription

of £13.
a thepnfrom role to role where the
ee i

+ Once subscribed the individual can take iq
»  With the individual’s permission, employers can go online for st@: cgo find

same level and type of check are required.

out whether the Certificate is still up to date.

be at a higher or lower level or for a different workforce. As there are several different levels of
check and workforce, experience has shown that use of the Update Service is often not a viable
option.
thirtyone:
eignt
Please email any questions to Disclosure@thirtyoneeight.org
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@ thirtyone:

Aboutusv  Joinusv  Ourservicesv  Gethelpv

DBS Update Service

Introduction

Applicants can now subscribe to the DBS Update Service with a new Certificate. Once subscribed the individual cantaketieir Ceffificafe with thém
from role to role where the same level and type of check are required. The status can be regularly checked by the employer so ti{ere
further need to apply for fresh disclosures when renewing them. With the individual's permission, employers can go online for a 7@ and instént cffec
1o find out whether the Certificate is still up to date.

Care should be taken however as you can only use a like-for-like check in this situation. This is because the employer / recruiting body is not legally
entitled to know any subsequent information relating to a different workforce or level of regulated / non-regulated activity. For example, a nurse who

has been checked for working with children and vulnerable adults can't then use that check for working just with children in a youth activity. Similarly, a O

volunteer check can't be used for a paid role.

The Update Service will only check for new information which relates to the applicant and not individuals connected with the home address if the
applicant carries out some or all of their work from home. If your organisation is part of a di ion group, please first check with them if
their policy to allow the DBS Update Service to be accepted. If your organisation is part of a di ion group, please first check with them
to ensure that use of the DBS Update Service is acceptable.

https://thirtyoneeight.org/dbs-update

Please email any questions to Disclosure@thirtyoneeight.org

thirtyon
eig

16)
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DBS

bBS Update Service'\check ﬁ
Applicant Name

DOB i i

This result must be at the correct level for the above position.

Dated /. !
Date CertificateViewed ____ /| __
Position applied for on the certificate:

Please tick the level of certificate:
Enhanced Children's Barred List Adult's Barred List
Remember - only accept a certificate y leval as the role requi

It s necessary lo establish that the certificate is genuine and that the person is who they say they are;
therefore you must see exactly the same D that would need to be produced fora disclosure application.

| confirm that their identity

Signature

Recruiter name:

Date_ / /

1, the applicant, give. (© isation name)
permission to regularly check my DBS status on line untl | withdraw consent or step-down from this
Tole.

q;e service

e
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Creating safer places. Together.
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Thank you

rainers: Matthew Coady — Account Manager
Anna Culliford — Disclosure Service Advisor

thirtyone: @
eight e

Creating safer places. Together.
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