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Introduction

The DBS has produced this document to give you a preview
of the Update Service.

What can I find in this guide?

» background on the Update Service

* how you and your employer can benefit

* how you access the Update Service

 online screen previews and a step-by-step guide
Where can | find more information?

For further information and to join the Update Service go to
www.gov.uk/dbs-update-service.
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Background

One DBS Certificate is all you may ever need

You can now subscribe to the Update Service when you next apply for a
DBS check, and you may never need to apply for another one again.
For a small annual subscription of just £13 (free for volunteers) you can
have your DBS Certificate kept up-to-date and take it with you, from role
to role, within the same workforce, where the same type and level of
check is required. By subscribing to the new service you could save
yourself time and money depending upon how many DBS checks you

have needed in the past.
Important

Ask the person who submits your application for the application form
reference number so you can subscribe to the Update Service when you
apply for your DBS check. If you wait to subscribe with your DBS
Certificate number you must use it within 14 days of the resulting DBS
Certificate issue date.
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How you and your employer

can benefit

Benefits to you:

« Saves you time and money.

One DBS Certificate is all you may ever need.

Take your DBS Certificate from role to role within the same
workforce.

* You are in control of your DBS Certificate.

Get ahead of the rest and apply for jobs DBS pre-checked.
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How you and your employer

can benefit

Benefits to your current or future employer:

Instant online checks of DBS Certificates.

No more DBS application forms to fill in.

You may never need to apply for another DBS check for an
employee again.

Less bureaucracy.

Saves you time and money.

Enhances your safeguarding processes and may help to
reduce your risks.

Easy to incorporate into your existing suitability decision-
making processes.

. Disclosure & Barring Service 5

E

A

4,
:_v



How you access it

The Update Service is an online service. You can join when
you next apply for a DBS check.

Where?
Subscribe and log in at www.gov.uk/dbs-update-service.
How?

Subscribing is quick and simple. Enter your application form
reference number or DBS Certificate number, name, date of
birth and address and pay the subscription fee.

If you use your DBS Certificate number you must use it
withinl4 days of the date of issue of the resulting DBS
Certificate.
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Online screen previews

Step 1: Subscribe and log in

¥

Disclosure &
Barring Service You can

el subscribe or
Log in to maintain your subscription, manage your Certificates, I O g I n to yO u r
update your contact details and payment details.

Update Service 1D Date of birth - aC C O u n t fro m
What is this? DDMMAYY Y'Y th IS Scree n .

Subscribe to the Update Service?

The Update Service

You can join the Update Service atthe same time you apply for aDBS
check or within 14 days of the date of issue printed on your Certificate.

Helpline: 0870 90 90 811 Subscribe to the Update Service
Welcome to the Update Service. Subscribing to this Service reduces the
need to apply for multiple Certificates when you move from one job to
another in the same workforce orwhen a recheck is required.
Organisations can carny out a quick online Status check to see ifan
individual's Certificate is still up to date — saving you both time and money.
¥ Fersiwn Cymraeg Fbout the Update Service Terms and Conditions
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Online screen previews

Step 2: Subscribing

g " You'll need your N

Discl & . )

Barming Servics application form

The:Hpdaie Service o | reference number or

:::rf'i::iaremandatory unless stated as optional Certlflcate number to
\ subscribe.

[ Please select LI

T Application form ¥

(DDMMAYY YY) Disclosu
Email address Bam ng SEW"B’E
Farm Rof
1234567890

Would you like to subscribe to the Update Service? This service reduces the
need to apply for muttiple Certificates when you move from one job to anather

inthe same workforce or when a recheck is required. Confirm email address Fo ::FLEQJ'E .

Why do you need my email adc

Organisations can carry out a quick, online Status check to see if an

individual's Certificate is still up to date — saving you, hoth time and money. Toe
By subscribing to this service you will be able to: Mobile phone number (optional)

= Add /Remove DBS Applications [ Certificates
= View the organisations who have checked the status of your Certificate(]
= Amend your contact and payment details Application reference

1234567890

per
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Online screen previews

Step 3: Online payment

li'i‘ﬂ VISA m /The subscription fee is\

All fields marked * are rmandataory paid Secu rely a-nd
o online from your

card i/ Additional Information

Al fields marked * are mandatary accou nt. /

Expiry [ N
ame as H H
Payment Confirmation Page
Pleasze & Address 1 You are about to make a payment for the transaction shown below, Please check that these detall nd then either click an the "Make Payment” buttan
Security to continue with your payment or click on "Back" if any details need to be amended.
_ Address 4 Once you click on "Make Payment” your transaction will be authorised on-line. This will typically take about six seconds but warious factors can affect the actual
M time taken. Please refrain fram clicking on any other browser buttans or navigating to ather sites while this process takes place. f the process stops responding for
Address Jany reason then we recommend that you simply close your browser.
Mote: Cli .
County | Purchase Details
-
M‘ Please check that the purchase details below are corredt.
se Cuuntr}r Description Reference Mame Price
Postcode Subscription to Update Service £13.00
Total £13.00

e Continue

Card Details

| Please check that your card details are carrect

card Number kR3] 7

Card Holder Bob Layne

MWake Payment | Back |
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Online screen previews

Step 4: Subscription confirmation

-
You must keep your Update
Service ID safe and you must

not reveal it to your employer.

Your subscription has been confirmed

J

nfirmed via email when your Certificate is issued. We will

Thank you. Your request to join the Update service has been accepted. Your su
contact you using the email address you have provided in your subscripti

Please print or make a note of this reference now ill not be provided again.

Update service ID C11111111

Important: This ID and your DOB are required to access your account this should not be given to anyone else
Your subscription will last for 12 months from the issue date displayed on your Certificate. You can now manage your account online which includes;

~

= Add !/ Kemove DBS Applications / Certificates
= View the organisations who checked the status of your Certificate(s) You can nOt use your
= Amend your contact and payment details U pdate SerVICe I D

Don't forget you can track the progress of your application at online-tracking

\ number to access
Disclosure & Barring Service online traCkmg J




Online screen previews

Step 5: Renewal options

4 )
You can choose to automatically renew your subscription

when you join, if you don’t you will receive a subscription

Cenewal email before your subscription ends. )

N —"

Automatic Subscription Renewal

When vour subscription expires do you conszent to the Disclosure & Barring Service autormatically renewing it using the credit/debit card details shown below?

PLEASE MOTE

You can cancel your subscription at any time, You will be sent an email notifying you that the subscription will automatically renew using this card before any fee is
taken. If you do not consent to automatic renewal then you will be issued with a payment reminder by email. If you allow your subscription to expire then you will
hawe to rejoin the Update Serice and apply for a new Certificate.

Card Number EEE RS e ih i
Card Holder Bob Layne
Expiry Date 11712
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Online screen previews

Step 6: Attaching and removing Certificates

[Subscriber name]

Contact details

Email address
ann.other@something.com

Change

Correspondence address
9999 Another Terrace
Someplace

Sometown

Someshire

United Kingdom

S07 5sME

Change

Mobile phone number
012340 567 890

Change

[

to your account in case you need
kdifferent ones for different roles.

\
You can attach any number of Certificates

J

&——
Applications and Certificates
Certificate  Level of Application Update

. ) . 2
< TDETTN EEIIEEE issue date  check status status FUETLITE
54545456465 545454564 01/01/2013 Enhanced Printed Blank/Mo New Info I
TIFTTTTT77T 545454564  02/01/2013  Enhanced Printed Blank/Mo New Info I
45454354545  R4R454564  03/01/2013  Standard Printed Blank/No New Info T

Add a new Application or Cerificate Eemove Selected

I“\.-'iew who has ]arried out a Status check on yvour Certificates

Subscription

Status Expiry Date

Active 10/05/2013

Eenew Subscription Cancel Subscription
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Online screen previews

Step 7: View Status Checks

4 )
You'll be able to see the organisations

that have carried out Status Checks on
your Certificate(s) and when.

Certificates checked

Showing 1 - 10 of 600 items

ltems per page: 10. 25, 50, 100250, 500 j
Organisation Employer ertificate Date of last check Total checks
ACME Corporation Ged Webley 12125584251 01/01/2013 1

ACME Corporation1 Ged Webley 12125584251 02/01/2013 [

ACME Corporation2 Ged Webley 12125584251 03/01/2013 1

ACME Corporation3 Ged Webley 12125584251 04/01/2013 1

ACME Corporationd Ged Webley 12125584251 050172013 1

ACME Corporation5 Ged Webley 12125584251 06/01/2013 1

ACME Corporation6 Ged Webley 12125584251 07/01/2013 1

ACME Corporation7 Ged Webley 12125584251 08/01/2013 1

ACME Corporationd Ged Webley 12125584251 09/01/2013 1

ACME Corporation9 Ged Webley 12125584251 10/01/2013 1
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