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This Application Guidance provides step-by-step 

instructions for using the Online Disclosure System. 

This Guidance is for Applicants – individuals whose employer is submitting a DBS 

check application for them. 

If you require any assistance with anything covered in this guidance, please contact 

the Homecare Association Disclosure Service team. You can reach us over the phone 

on 020 8661 8188 (option 3), or via email at disclosure@homecareassociation.org.uk 
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1. Find and Open your Application 
 

Your application will be sent to you via email. This email will be sent from 

noreply@disclosureservice.uk. See an example of this email below: 

 

 

 

• You must complete the form in one go; you will not be able to save progress and come 

back later. 

• You will need to have available all your previous names and the month and year they 

came into effect. 

• You will need to have available a complete address history for the previous 5 years with 

no gaps or overlaps. 

• Your will need to have your birth details, e.g. place and country of birth, birth nationality 

and birth date. 

When you are ready, please select ‘Open your Application’ in the email to begin. 

Please enter your Date of Birth and click ‘Verify’ to start your application: 

 

 

 

mailto:noreply@disclosureservice.uk
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2. How to fill in your application 
 

Once you have successfully entered your application, you will see the page below. Please 

read the instructions carefully. 

 
Click ‘Start’ when you are ready to begin. 

 

• All required fields will be marked with a Red Arrow:  

• If you do not fill out a mandatory field and try to progress, you will see an error 

message like the below: 

 
 

a) Personal  

 

• Please fill out your current personal details accurately.  

• Your first name and surname will already be entered by your employer – please 

check to make sure these are spelled correctly. 

• Be sure to provide all middle names in each of the middle name sections. Please 

do not put middle names in the first name section. 

• This information must be your current legal details as shown on your 

documents. 
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b) Birth Details 

 

• Please enter your First name and Surname at birth – if your name has not 

changed since birth, please re-enter your name in the relevant sections. 

• Only enter any middle name(s) if they are different from your current middle 

name(s). 

• Please confirm your Date of Birth. 

• Please enter the remaining fields accurately. 

 

c) Name History 

 

 

• In this section, you are required to provide any changes in name you have had 

since birth. 

• If you have never changed your name, please click ‘Next’ to continue. 

• If your current name is different to your birth name, you will be asked to provide 

the date you started using your current name. You can edit this date by clicking 

on the pencil icon. 
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• If you have had another name, please click ‘Add Another Name’ and add this 

name here. Click ‘Next’ to save this name. 

 

• You can delete names as needed using the rubbish bin icon. 

• You can edit the date this name was used using the pencil icon. 

When you are happy and the details are correct, please continue by clicking ‘Next’. 

 

d) Additional Details 

 

• Please enter your email address – this will be where the Declaration is sent. 

• Enter any other details you wish to provide. 

• Please select the appropriate box. 

• Click ‘Next’ when you wish to continue.  

 

e) Current Address and Address History  

 

• You must provide your previous 5 years of Address History.  

• Previous addresses can be from overseas; you MUST include a Town, country, and 

dates.  

• Please see the following Unusual Address Guide from the DBS if you have any 

unusual addresses. 

 

Current Address: 

• Please ensure your current address matches any proof of address documents you 

have provided. 

• This address must be in the UK, and it is very important that it is entered 

correctly as this is where your certificate will be sent. 

• If the system does not allow you to input a postcode, please call 020 8661 8188 

and click Option 3 to speak to a member of staff. 

• Please enter the date you started living at this address. 

• Click Next to progress to the page below. 

 

https://www.gov.uk/government/publications/dbs-unusual-addresses-guidance/dbs-unusual-addresses-guide
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• If you have been at your current address for 5+ years, you will be able to 

progress by clicking next. If not, please add the remaining 5 years of address 

history.  

 

Address History: 

 

• Please add any other addresses you have resided in the last 5 years by 

clicking ‘Add Another Address’ for each additional address. 

• You can delete and add new addresses as needed. 

• Once you reach 5 years, you will be able to progress. 

• Care Of addresses may only be used in exceptional circumstances – please 

see further information on Unusual Addresses here: DBS Guide to Unusual 

Addresses  

f) Declarations 

• You will be shown an overview of all the information that has been inputted.  

• Please check this information carefully to make sure everything is correct and 

matches your details and documents. 

• If any of the personal details or addresses are incorrect, the application will 

be withdrawn by the DBS. The DBS do NOT offer refunds for applications 

withdrawn due to errors. 

• If everything is entered correctly, you will see the message below at the 

bottom of the page. 

 

• If something is missing or incorrect, you will see the message below. This 

message will let you know what section is invalid. 

 

• When you are happy the application is correct, please click on ‘Send 

Declaration’. You will then be shown the page below. 

• You can now close this application. 

https://www.gov.uk/government/publications/dbs-unusual-addresses-guidance/dbs-unusual-addresses-guide
https://www.gov.uk/government/publications/dbs-unusual-addresses-guidance/dbs-unusual-addresses-guide
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• The email you receive will be from noreply@disclosureservice.uk  – please be 

sure to check your junk if you are unable to locate the email. 

• See an example of this email below. 

• Please click on ‘I agree to the statements above’ when you are happy. 

• Your employer will be notified via email when you have completed the 

declaration. 

 

mailto:noreply@disclosureservice.uk

