

Appendix M

Verifiers’ procedure for applying for a DBS check using ACPS


Step 1
 
· Give the applicant the ‘procedure for application for a DBS check’ sheet. 
· Give the applicant a user ID number – you have been sent 100, and each applicant must have a unique user ID number – record this on the spread sheet you have been sent.
· Also give them this website address for them to make their application - www.onlineCRBcheck.co.uk
 
Your applicant can make their application anywhere where there is access to the internet, be it at home, in the office etc. You can fill it in on their behalf as long as you have their consent to do so.
 
So that the applicant is prepared, ask them to have to hand the following information:-
· NI number (if they have one)
· Five year address history including postcodes
· Passport details (if they have one)
· UK driver licence details (if they have one)  
If your applicant has any questions about their application, APCS telephone number is on every screen and they are on hand to provide any support needed.
 
Once the applicant has completed the online application, you will receive an email alerting you to proceed to id checking. The applicant will also receive an email confirming they have completed it, giving our telephone number for any aftercare.
 
Step 2
 
As soon as the applicant has completed Step 1, you will receive an email automatically and instantly, letting you know the applicant has completed their application and giving you a link for you to verify the applicant's ID. When you click the link it will take you automatically into the application. You will need to check the applicant's ID documents, click a few boxes to say you have checked the ID documents against the summary and click submit. To view the ID checking guidelines for Standard and Enhanced Disclosures, please follow this link: www.onlinecrbcheck.co.uk/docs/IDCheckStandardAndEnhanced.pdf. 
 
That's it!
 
The application is now passed to APCS. They will turn around the application within the hour (during normal working hours). You will be sent an email at approximately 5pm letting you know a list of all applications that have been accepted by the Disclosure & Barring Service that day. This will also give you the DBS Application Form Reference and a link for you to track the application from start to finish. As soon as the DBS have finished processing the application, the results are automatically sent to APCS. Their virtual terminals will pick the results up, convert it into a pdf document and send the disclosure certificate to youth@moravian.org.uk within 6 minutes of them receiving the results. The PYCO will be in contact with you about the results as soon as is practicable. Please record the date of the disclosure and the DBS number in your record sheet. 

Blemished Disclosures

If the disclosure is blemished the PYCO will make a risk assessment about the applicant and let you know any precautionary measures for the safeguarding of others that need to be made. 

If the applicant if on a barred list a referral will be made to the ISA.
 
Management Reporting System
 
ACPS online management reporting system gives an overview of all the applications in progress and every application processed with them. The system updates automatically every 15 minutes throughout the day. It gives you the user id numbers, when your applicant started the application, when they completed it, when it was id checked, when it was processed by us APCS, when it was disclosed, the disclosure number and issue date. There is also a tracking facility built in and at a couple of clicks of a button all the information can downloaded into an excel spreadsheet. 
 
 
Should you have any questions along the way, please do not hesitate to contact ACPS on 0845 6431145.
 


Procedure for application for a DBS check using ACPS

Your minister or the leader of the activity you have applied to do, or are continuing to do, has identified you need to do a DBS check.

Step 1
 
· You will have been given a unique user ID number by the person doing the check. This identifies you and the verifier.
· Before you start make sure you have the following information with you :
· NI number (if you have one – can be found on your payslip)
· Five year address history including postcodes
· Passport details (if you have one)
· UK driver licence details (if you have one)  
· You need to go to this website - www.onlineCRBcheck.co.uk – and follow the instructions
· You can make an application anywhere where there is access to the internet, be it at home, in the office etc. The verifier can fill it in on your behalf as long as you have given consent, but this takes longer than you doing it yourself.
 
If you have any questions about the application, APCS telephone number is on every screen and they are on hand to provide any support needed.
 
Once you completed the online application you will receive an email confirming ACPS has accepted it, giving their telephone number for any aftercare. Your verifier will also receive an email and can now progress to identity checking.
 
Step 2
 
· You will need to show your verifier your identity documents. The full list can be found at https://www.gov.uk/guidance/documents-the-applicant-must-provide Your verifier will have this list.
· You will need 3 documents, one must be either a passport, original UK birth certificate, or UK photocard driving licence and one must show your current address, utility bill, bank statement etc are usually acceptable. If you don’t have these then there may still be a way of doing your identity check, just ask.
· Your verifier will log on and check your name, address and date of birth on your ID documents matches those on your application form.
 
What next?
 
As soon as the DBS have finished processing the application, the results are automatically sent to ACPS. Their virtual terminals will pick the results up, convert it into a pdf document and send the disclosure certificate to youth@moravian.org.uk within 6 minutes of them receiving the results.

You should receive a certificate by post from the DBS. 

You MUST show the certificate to the person doing the check as soon as possible

Blemished Disclosures

If the disclosure is blemished Joy Raynor will make a risk assessment about it, including contacting you if necessary, and will let you know any precautionary measures for the safeguarding of others that need to be made. 

If you are on a barred list a referral will be made to the ISA.
 
 
Should you have any questions along the way, please do not hesitate to contact ACPS on 0845 6431145.
 
You can also contact Joy Raynor on safeguarding@moravian.org.uk or 01753 553549 or 07713 853184 if you have any questions about the procedure.



AccessNI information for Moravian Verifiers
The new umbrella body for AccessNI clearances is Child Evangelism Fellowship Ireland (https://www.cefireland.com/child-protection/). 
The cost for AccessNI checks are as follows £40 per paid worker (£33 charge to AccessNI and £7 admin charge). Volunteers £7 per application.  Payment will be due on completion of the process. This fee can be reclaimed from the province.
The details of our main contact are:
David S Jackson
Safeguarding Co-ordinator
Child Evangelism Fellowship® of Ireland
199 Templemore Avenue
BELFAST BT5 4FR
Tel No. 02890 730902  Mobile 07770 531114 email davidj@cefireland.com

If you have any difficulties please copy me into any email you send so I can assess what problems there are and get them sorted.

There is a lot of information on the AccessNI website https://www.nidirect.gov.uk/campaigns/accessni-criminal-record-checks which can easily be accessed. 

A guide to checking identity documents and the list of approved dID documents 

You are required to check the certificate of any person doing a clearance. Please record the person’s name, DOB, the sector the clearances is for (children or adult or both), the clearance number and date of clearance and send that information to me so I can keep a central record.

Please remember the following:
· The clearance is just one stage of safe recruitment, the other stages as laid out in Moravian Church safeguarding procedures should be followed and recorded.
· We are legally bound not to request barring list checking (enhanced clearance) unless the work being undertaken is a regulated activity. If in doubt ask the NSL. This is a constantly changing as it is refined and modified but some basic information is on the AccessNi site. There is a fine of £30,000 attached to this so it is important we follow the rules.
· If the certificate is blemished or positive please contact the NSL to do a risk assessment. In most cases it will have no effect on the ability of the applicant to do the work. This information will not be shared unless essential for the safety of members of the church.



Guidelines for completing the Access NI Form
1. Go to www.nidirect.gov.uk/apply-for-an-enhanced-check-through-a-registered-body

2. Select the green button to Apply for an enhanced check through a registered body.

3. Register your account by creating a user ID and password [keep these details safe as you will need them to track the progress of your case].

4. Once you have successfully logged in, you will be taken to the on-line application.

5. Enter the PIN number below at Step 1 of the form completion

	9
	2
	3
	2
	7
	1



6. Complete the remainder of the form and click on  confirm and proceed  to finish the on-line process.

Helpful Tips of things you must complete in completing your on-line Access NI application.

Step 3	Please enter all the given forenames which appear on your birth certificate eg David Frederick
	Josiah and then put in the name you are normally known by eg Freddie

Step 4	Please put in any other names you were known by and the dates.eg Berry 13/7/1963 married 
	on 8/8/1984

Step 5	The last entry at this is the organisation reference. Please enter here the organisational details 
	eg Moravian Church

Step 6	Please enter your current postal address and when you moved to that address.

Step 7	If that is less than 5 years ago then please add the previous addresses at this step.

Step 8	Please enter yes if your current address is also your delivery address and no if it is not and
	then enter the address where you wish the certificate to be sent to.

Step 9	Check all the information that you have submitted on the form.

Step 10	Is the box where you confirm and proceed with your application to Access NI.

Step 11	You will receive your case reference number which you will put on the PIN id Validation form given to you by your Designated person. You return the PIN ID form to the Designated Person along with the ID documents they need to verify your identification. These documents will be copied and used to support your application. All documentation will be destroyed within 90 days of your Access Ni certificate being issued.


AccessNI Consent to a Barred List Check


I understand that this role is in regulated activity, ie unsupervised teaching, training, caring for, instructing, giving guidance, driving of children and a check will be carried out against the barred list of those who should be working with children. I understand that to apply to work with children whilst barred is a criminal offence.


Please answer the question below.

Is there any reason why you cannot work in Regulated Activity with children/adults.

Yes/No. (Please ring your answer)


If yes please explain why?


I give permission for this application to be processed by Child Evangelism Fellowship of Ireland.




Name:					Date:




All data is stored securely. A copy of the security policy is available on request. 

A copy of CEF’s privacy policy is found at www.cefireland.com and Access NI’s privacy notice at https://www.justice-ni.gov.uk/publications/ani-privacy.

A copy of Access Ni’s code of Practice is available at https://www.nidirect.gov.uk/sites/default/files/publications/accessni-code-of-practice.pdf

CEF has a recruitment of offender’s policy and this is available on request.

Any disclosure data will be stored securely and will only be held only for as long as is necessary. Eg The length of time for the recruitment decision to be made.
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