
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   

 

1 
 

This Application Guidance is your step-by-step guide for 

using the Online Disclosure System. 

This Guidance is for Employers – individuals responsible for submitting DBS check 

applications for their staff. 

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. Register your 

Organisation 
 

 

 

From our website https://www.homecareassociation.org.uk/ click on ‘DBS Checks’. This 

will take you to a page like the below. Then click on ‘Register for free’. 

 

1. Fill in your organisation details. 

2. Next you will need to enter details for your primary account.  

3. Register 

Once registered your information will be checked. Once your registration has been approved 

you will be sent a Welcome Email with information about how to login and some useful 

links. 

 

 

 

https://www.homecareassociation.org.uk/
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2. Logging in 
 

  

 

On the DBS Checks page: Login by clicking ‘Online Disclosure System login’  

https://entry.disclosureservice.uk/ and entering your details. 

a. Forgot Password 

 

Click on ‘Forgot Password’ – this will prompt you to then enter your username and 

registered email address.  

 

 

 

 

 

https://entry.disclosureservice.uk/
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Once you click ‘Reset my Password’ this will send you an email with a new password. 

3. Navigating the System 
 

See below your Organisation home screen. Here you will be able to see your Price Teir, start 

a new application, find your Pre-submission applications, payment pending applications, 

search for all applications, and the Applications currently with Applicants. 

 

 

 

New organisations will be placed into Tier A, progression through the tiers is based on the 

number of applications submitted annually. More details on the Price Tiers can be found 

here on our website: https://www.homecareassociation.org.uk/disclosure-service.html  

 

The Applications with Applicants section will show the full list of employees who have 

been sent applications to complete. 

• To delete an application, please click ‘pre submissions’ and the application you wish 

to delete. The red delete button is at the top of all applications. 

https://www.homecareassociation.org.uk/disclosure-service.html
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a. Application Status  

We have added new status names so you can view which stage the applications are at 

easily. 

In Progress – Applicant – Awaiting application to complete their section. This includes 

personal details, name history and address history. The candidate will then need to 

complete their declaration of consent form. This section only appears if the verifier has sent 

the link to the applicant to fill out. 

In Progress – Employer – Awaiting employer to complete the first section of the 

application form. This can be done with the candidate. The candidate will then need to 

complete their declaration of consent form.  

Waiting Applicant Confirmation – The declaration of consent form has been sent to the 

candidate, the form will not progress until they have accepted this consent via their email. 

In progress – ID Checking – Awaiting employer to input job details, documents and 

payments.  

If, at any time, the verifier has realised the personal details contain an error and clicks back 

to amend this, the consent will need to be re-sent and signed. 

 

b. Exporting Application Details 

• You can export your application data 

• This can be done via each section (Pre-Submission, submitted to / received from DBS, 

Closed) by clicking ‘Export to Excel’ as below. 

 

 

c. Service Level Agreement  

Before you can submit any applications, you will need to sign the Service Level Agreement 

(SLA). Please click on ‘Agree to SLA’ and then when you see the pop up below, open the 

SLA. 
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Follow the instructions and read the SLA carefully. Once read, please click on ‘Agree to SLA 

(Version 2)’. 

 

 

 

 

 

 

 

 

 

• Fill in your name, position in your organisation, and your email address.  

• This email address can be any email you have access to. 

• Click ‘Send Confirmation Email’. 
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• You will then see the above page. 

• Follow the instructions.  

• In the email, click on ‘Confirm SLA Agreement’ 

• Once signed, you will be logged out. Please sign in again to continue. 

 

To open the SLA once signed please click ‘Open SLA Document’. On the last page you will 

see the time, date and email address used to sign the SLA. 
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4. Editing your Organisation 

and Company Verifiers 
 

Under My Organisation, click on ‘More Details’. 

 

You can edit and update your organisation details by clicking on ‘Edit Organisation’ 

 

Setting up a new Verifier: 

 

• Verifiers can be added to your organisation by clicking on ‘New Verifier’. 

• You can make verifiers active or non-active here too.  

• Verifiers are unable to be deleted once created; they can only be made non-active. 

• You can add as many Company Verifiers as needed, each person using the 

system will need their own account – Only the name on the verifier account can 

sign in to that account. If another person is signing into an account that is not under 

their name, this will be stopped immediately. 
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5. Application Process 
 

a. Starting a New Application 

You can either click ‘Send application to Employee’ or ‘New Application’. 

 

 

• Send Application to Employee: You can send your employee the application to fill 

out.  

 

Once ‘send link’ has been selected it will state the below: 
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The candidate will be sent an email like the below: 

 

 

The applicants need to select ‘open your application’.  

 

Once the employee has completed their section and signed the SLA, the Verifier will be 

notified by email and must complete the remainder of the application before submitting it 

for processing. 

 

You can view the list of applications sent to candidates on the home page under 

‘Applications with Applicants’ at the bottom of the home page.  

 

You can click on each candidate to resend the link. 
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• New Application: This will allow you to fill in a full application. The candidate must 

provide you with the information before you start this process. 

 

b. How to fill in a New Application 

• Once you have created a New Application, you will see the below page. Please read 

the instructions carefully. 

 

• Once this application has been created, you will be able to find the application 

number at the top of the page.  

• Please read the instructions carefully. 

• 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 
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1. Personal  

• Please fill out the applicant’s current personal details accurately.  

• Be sure to provide all middle names in each of the middle name sections. Do not 

put middle names in the first name section. 

• This information must be the applicant’s current legal details as shown in their 

documents. 

 

2. Birth Details 

• Please enter the applicant’s birth first name and birth surname – if the name 

has not changed since birth, please re-enter the same names. 

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

name(s). 

• Please enter the remaining fields accurately. 

 

3. Name History 

 

• In this section, you are required to provide any changes in name the applicant 

has had since birth. 

• If the applicant has never changed their name, please click Next to continue 

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

the date the applicant started using their current name. You can edit this date by 

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

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

 

4. Additional Details 

• Please provide the applicant’s email address. Ensure this is correct as this is 

where the Declaration will be sent. 

• Select the appropriate boxes. 

 

5. Current Address 

• Please ensure the current address matches any proof of address documents 

(if it is wrong, the certificate will be sent to the wrong place). This address 

must be in the UK.  

• 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 the applicant started living at this address. 

• Click Next to progress to the below page. 

 
• If the applicant has been at the current address for 5+ years, you will be able 

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

addresses.  

 
• You can delete and add new addresses as needed. 

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

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

country, and dates.  
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• Care Of addresses may only be used in exceptional circumstances – please 

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

Addresses  

 

6. Applicant Declaration 

• 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 the documents provided. 

• This is not the end of the form; you are able to amend the application as 

needed.  

• If anything is changed prior to the Applicant declaration, the applicant will 

need to resign the declaration.  

• 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. 

We are unable to change any information on the application after it has been 

sent to the DBS. 

• If there are no errors, 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 information below. 

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 the applicant receives will be from noreply@disclosureservice.uk  – 

please be sure to ask the applicant to check their junk if they are unable to 

locate the email. 

• The applicant will need to carefully read the email and click on the below link 

in the email stating ‘I agree to the statements above’. 

• If multiple Declaration emails have been sent to the applicant, please ensure 

they are clicking on the link from the most recent email received. 

 

mailto:noreply@disclosureservice.uk
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• If any further changes are made to the application, the applicant will need to 

re-sign the application. 

• You will not be able to complete the application until the Declaration of 

Consent has been signed by the applicant. If it has not been signed, you will 

be shown the below: 

 

• Once the applicant has successfully signed the declaration, you will receive an 

email confirming this. After refreshing your page you will now see the below 

message confirming when the declaration was signed: 

 

• If you need to edit the application and/or re-send the declaration, you can 

click on ‘Edit Application’ which will take you back into the application: 

 

 

7. Job Details 

• Enter the job title of the applicant. Ensure you have checked whether they are 

eligible for the check you are requesting here: https://www.gov.uk/find-out-dbs-

check  

• Please enter a Job Description if the job title needs further explanation as to why 

this applicant is eligible for a DBS check.   

• Do not put the Workforce (i.e. ADULT or CHILD) in the job title – this can create 

delays and withdrawals. 

Application Details 

• You will need to click on each button that relates to this check. This includes the 

barred list the candidate is eligible for. The page will refresh with each button 

you press (this is normal). 

• Access to Standard, Enhanced, and Enhanced with Barred List(s) DBS checks is 

only available to employers who are entitled by law to ask an individual to reveal 

https://www.gov.uk/find-out-dbs-check
https://www.gov.uk/find-out-dbs-check


   

 

17 
 

their full criminal history, including spent convictions. This is known as asking ‘an 

exemption question’. DBS checks: guidance for employers - GOV.UK 

a. Further guidance on eligibility can be located here: 

https://www.gov.uk/government/publications/dbs-check-eligible-positions-

guidance 

Right to Work  

• Please confirm that you have checked the applicant’s Right to Work. 

• Candidates’ Right to Work needs to be confirmed by the verifier before 

submitting the DBS application.  

 

8. ID Documents  

You will need to find out which documents your applicant will need; you must 

confirm these documents in person. 

a. Group 1 - Identity Documents: You can choose as many as needed. 

b. Group 2a - Trusted Government Documents  

c. Group 2b - Financial and Social History Documents 

 

To see a description of the document, please hover over the name, as below: 

 

 

• You cannot choose the same document option in multiple sections; you will not 

be able to progress. 

• ID guidance can be located here: DBS ID Checking Guidelines  This includes the 

three routes that the DBS accepts.  

• External ID Verification – if the applicant is a British Citizen and does NOT have a 

Group 1 Document, the application will have to go through External ID 

Verification. Please provide as much information/personal details of the applicant 

as possible. See more information here: External Verification Information  

• External ID verification is an additional fee, as Homecare Association must 

manually validate the candidate’s identity.  

 

9. Confirm Details: 

As Homecare Association does not see the candidates' personal documents, the 

Preliminary Verifier must check over the candidates' details before submission. 

 

 

https://www.gov.uk/guidance/dbs-check-requests-guidance-for-employers#eligibility-to-ask-an-exempted-question
https://www.gov.uk/government/publications/dbs-check-eligible-positions-guidance
https://www.gov.uk/government/publications/dbs-check-eligible-positions-guidance
https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-for-standardenhanced-dbs-check-applications-from-22-april-2025
https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-for-standardenhanced-dbs-check-applications-from-1-july-2021#external-validation-service
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10. Employer Declarations: 

The Declaration of Consent is sent via email to the candidate; the application is 

unable to progress without candidate consent. The Preliminary Verifier MUST Tick 

the two statements as shown below. 

Verifiers can see the candidate's declaration and when it was signed in the green box 

 

 

If you need to leave the application, after you click ‘start’ at the beginning of the application, 

it will be saved automatically. A reference number (DS000XXXXX) is generated once you 

start any application. You can leave the application back to your home screen; and find it in 

the ‘Pre-Submission’ section, or in the ‘Payment Pending’ section if you have finished the 

application. 
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6. Pay for an Application 
 

Once you have completed your application, it will go into the Payment Pending section. You 

can either pay for this right away, or later. The application won’t be processed until payment 

has been made.  

Applications are unable to be amended by the preliminary verifier once they reach Payment 

Pending. Please reach out to us and we can amend the application if the application has not 

yet been submitted to the DBS. 

 

1. Go into Payment Pending from your home screen.  

• This will show all your applications that are ready to be paid for. A summary of 

their name, reference number and cost will show as below. 

 

2. Add the application into your basket by clicking the green icon on the left hand side. 

If the application is already in a different preliminary verifier's basket, they will need 

to remove it from theirs before you can add it to your own.  

• You can remove them from your basket by pressing the same button, as below 

(now red). 

 

 

3. Click ‘Place Order’ and follow the steps to pay for your applications. 

4. Our full list of DBS prices can be found on our website: Homecare Association - 

Disclosure Service Information  

 

 

 

 

 

 

https://www.homecareassociation.org.uk/disclosure-service.html
https://www.homecareassociation.org.uk/disclosure-service.html
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7. After you have paid for the 

Application 
 

Once the application has been paid for, it becomes available for us as the counter 

signatories to send to the DBS. At this stage we will reach out to the preliminary verifier for 

additional information and eligibility if required.  

Once the application has been submitted to the DBS and E0 number has been generated, 

the preliminary verifier will receive the email below. 

 

• Enhanced DBS applications can be in progress for 1-8 weeks before completion. 

• They can stay in stage 4 for up to 60 days before we can escalate them with the 

DBS. 

• You can keep track of the progress of each application from the home screen. Once 

the application is with the DBS, you can track it here: DBS Application Tracking 

Service  

 

Adult First Checks 

The Adult first check allows individuals to start working with adults supervised under the 

rules of the Department of Health.   

• Adult first applications can only be submitted where the candidate is eligible for an 

enhanced DBS application with the adult barred list. 

• Adult first results will be emailed to the Preliminary Verifier’s email address once 

completed; this takes 24-48 hours from submission. 

• If the result is returned to the Verifier as ‘No match exists’ then the candidate can 

start work supervised. 

• If the result advises the verifier to ‘wait for the DBS certificate before making a 

recruitment decision’ then the applicant is unable to start work until the full 

disclosure has been received. 

 

 

 

https://secure.crbonline.gov.uk/enquiry/enquirySearch.do
https://secure.crbonline.gov.uk/enquiry/enquirySearch.do
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8. Completed applications 
 

Once the Disclosure and Barring Service have completed the application, it will be moved to 

closed. The preliminary verifier receives a completion letter from the system stating if the 

certificate is clear or if information is listed; this is NOT the candidates’ certificate 

issued by the DBS.  

The candidate needs to show the verifier the hard copy of the certificate once it has arrived 

at their current address, but the certificate is legally the candidate's property. Please see 

Handling of DBS certificate information - GOV.UK for more information. 

 

9. Invoices 
 

• Invoices for all DBS applications can be viewed by clicking under My Organisation 

‘More Details’ on the home page and scrolling past company verifier to the red 

banner. 

 

• By clicking on the reference number, it will bring up your invoice for you to download 

and save. Please see an example below: 

 

https://www.gov.uk/government/publications/handling-of-dbs-certificate-information/handling-of-dbs-certificate-information

