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.4 CareChecl

Applicant Manager Guidance Notes

Online Disclosure Scotland (DS) checks can be completed by accessing the internet from any PC/laptop that has this facility.

The software is simplistic and easy to use so please do not be daunted by the task in hand. You can gain access to the system
within minutes.

Logging onto the system

You have been granted access to Care Check in the role of an Applicant Manager. An Applicant Manager can view all
applications created under the organisation or specific division they have been created under. An Applicant Manager can
stipulate what ID has been seen in relation to an applicant. After an applicant’s ID has been verified and the ID section has
been completed, an Applicant Manager has the authority to approve an application for countersigning.

Please enter the following address into your web browser:

www.carecheck.co.uk

Free reg sUmtion far DES chedks

Start yuor FREE Lare Chaok ragstzatian

~

Care Cneck hiedleve In delivering online
DBS checks efficiently & cost effectively

Once you are on the homepage, you will see two icons on the top right hand side of the page.

To manage your applications, select ‘Applicant Manager’.

APPLICANT APPLICANT —
LOGINS MANAGER
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4 CareCheck

When you have selected the ‘Applicant Manager’ option, a log in section will now appear.

Applicant Managers
and Employers

Login 10 your application dashboard
an¢ manage your DRS and Sasic levol
thocks

Section A — How to login

You will now be on the main login page that shows three coloured boxes. Please note at this stage of the process, your login
details are case sensitive.

® C(Click on ‘Application Management’.
® Enter your company Organisation Reference - this will have been supplied to you in an automated email.
® Enter your Username.

® Enter your Date of Birth (for first initial login please ensure you enter the default date of birth 01 Jan 1998. Failure
to do so will deny you access to the system).

EBuUuLK DISCLOSURES

Aporoved E-Bulk Software Solution

am— e m

Manage Applicathons First Loy

Flense rute Tht when you Ingm for
2 TV e v

Coganisaniun Aalarerce (*) r[ I Loty &y -
Ps——

Upername (%) P eenaia thes
raroed

Cats it Beth (*) . -

Screen Shot 1

®  Once you have completed this section click ‘Enter’.

® Enter your password (this will be supplied to you in an automated email) — see screen shot 2.
If you have difficulty gaining access to the system please contact XXX on XXX, however please ensure the first time you login

that you have not been denied access because of entering your own date of birth. The first time you login you must enter
the temporary default date of birth: 01 Jan 1998.
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EBuUuLK DISCLDSURES

Approved E-Bulk Sottware Solution

Pruse ot jour patens

Manage Applscations

= |

Screen Shot 2

® Please note, after initial login you will be required to set your own password and enter your own date of birth for
future login purposes.

® Please re-enter into the ‘Current Password’ field, the temporary password you received in your initial e-mail and
then create your own unique password (see screen shot 3 below).

® The password you create must be between 8 & 30 characters containing at least one upper case letter, one lower
case letter, one special character and at least one number.

® Please then enter a date of birth of your choice for future login purposes.

® Please then click ‘Update’.

EBuLx DiscLOSURES

Agproved £-Suk Softwers Schton

Sysleen Securily

Your | ogie Detais

| o e |

e ¥ umwrt
Cortrr Roa Semmprs

N 20wl w] v ™

Screen Shot 3

® |f you have successfully created your own password, you will now be able to enter the system by clicking the ‘Click
here to enter system’ icon in the green box (please note you do not need to re-enter your password details once the
green box has appeared).
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Screen Shot 4

®  This will now take you to the main eBulkPlus homepage called the ‘Dashboard’ (see screen shot 5).

® Please note that the Dashboard will also include fields in regards to DBS processing. This is due to the online system
being capable of processing both Disclosure Scotland and DBS applications. If you are only registered with us to
process applications through Disclosure Scotland, please disregard the DBS details shown on the Dashboard.

EBULK DISCLOSURES R
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Screen Shot 5
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Section B — How to verify ID

Step 1

On the Dashboard page (see screen shot 5 above), in the box named Pre-Disclosure Scotland Processing, click on ‘Waiting ID
Check’. Please note that you will be able to see the total number of application forms you have awaiting ID verification.

Step 2 — Opening an application form:

Click on an applicant’s reference number to open up their application form — see screen shot 6 below.

EBuLK DISCLOSURES .y
Approved E-Butk Software Sclution
Appicelives: for Chincing \ Eind Spat stiee
Tha talie cetasy stofcatond seling fir ID serficaton (0% Setien 1 fer CTRE) 0 2o campieted o0l sogroend
» D reference Semer % verw T 200ACINON Bl a0 COTEARS Be rPRLTRE SrRONE
Atetue Organtesties Orepler Grdwr
[eomes © Cacs - B BT = [= 3 =oed B
Dutn Crvated Ower Ref Surnems Dute of Stk Oveciewnrs el
o ; LI TANA S TaAFOR s
INcwng 2 resg™
Screen Shot 6
Watrame Apphcation
EBuLK DISCLOSURES NSRS —

ADOIoved E-Buse Softeare Schugon

Applications > 787APPO794
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Processing Detalls

Azy Createt:  TLAGI0LY
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e e A b e s
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=t Watting 10 Check
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Dockassre Sotland
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Screen Shot 7
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Screen Shot 8

Step 3 — Application

To view the application details entered by the applicant, click on the ‘Application’ tab. Here you can see the entire
application submitted by the applicant. This can be used to ensure the correct job role has been entered and to verify any ID
given by the applicant in a previous surname or previous address (see screen shot 8).

Step 4 — Verifying ID

®  You will notice a box on the right-hand side of the screen, which highlights if the ID has been verified or not (see screen
shot 7), with a section completion date. It will say in red ‘Incomplete’ with a flag if the section has not been completed.
If there is a green tick it means that this action has been completed and will show the date that this was carried out.

® To complete the ID verification section click on ‘Complete ID Check’ (see screen shot 7). Access to this section is located
in two places — to the right of the screen or on the overview of the actual form itself. You will now be on the ID screen

(screen shot 9).
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Screen Shot 9

® Please select the ID the applicant has provided for you from the drop down boxes. Guidance notes can be found on the
right-hand side of the screen and are in accordance with Disclosure Scotland’s Code of Practice. Please ensure at all
times that you follow the ID checking rules e.g., do not accept an address payslip if it is more than three months old and

do not accept an out of date passport.

Please note — Disclosure Scotland has requested that if an applicant has stated that they have a valid Passport or Driving
Licence on their application form then the system will automatically request that you, the Applicant Manager, checks and

provides the required information from the Passport/Driving Licence.

® Ensure that you confirm from the drop down boxes that you have verified a document showing the applicant’s address,

and also that you have verified their date of birth.

® [fa Cost Code or Personnel Number is required to be assigned to the specific application, this can be entered in the Cost

Code / Personnel Number field.

® Now click ‘Save’ and then click the ‘Return to Application’ icon in the green box located at the top of the screen.

®  You must now click on ‘Return to Application’ at the top of the screen to approve the application form (see screen shot

10)

Applications > 212TEST475 > Identity Check

@ Thankyou - ID verification is complete

4 Return to Application

Screen Shot 10
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®  Finally click the ‘Approve’ button within the green box at the top of the screen (see screen shot 11). Please ensure you
click on ‘Approve’ — failure to do so will result in the form not being submitted for Countersignatory Authorisation.

Applications > 212TEST475

The detailz of this application can be viewed below.

This application is now ready for CounterSignatory
Authorisation please click the Approve button to proceed

Approve

Screen Shot 11

® You have now completed this section and will have no further action to take. The form will automatically transfer to
Security Watchdog to be countersigned, ready for onwards transmission to Disclosure Scotland.

® *|f an application does require further clarification prior to submission to DS, a query will be flagged on the application
and Security Watchdog will contact you for clarification. During this time, a copy of the application record will move into
the ‘Query Applications’ folder on the Dashboard (see Screen Shot 5).*

NB. An application form can be withdrawn at any time up to and including Countersignatory stage. Once a form has been
electronically transferred to Disclosure Scotland from Security Watchdog we cannot withdraw it without incurring the
Disclosure Scotland charge. If you wish to withdraw an application at Countersignatory stage, please contact Security
Watchdog immediately to enable the process to be halted.
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Section C — Disclosure Scotland Processing

Viewing an application in process — see screen shot 12 & 13 below.

® On the Dashboard you will see a box on the right-hand side called Disclosure Scotland (see screen shot 12).

Pre-Disclosure Scotland Processing Disclosure Scotland
Waiting ID Check 1 Erocessing 6
Query Applications 0 Application Complete 0
Awaiting Payment 0
Waiting Countersignatory Auth 0

Disclosure Scotland E-Transfer

Queued for Transfer ]
Applications Sent 0

Screen Shot 12

® To view all applications processing with Disclosure Scotland click on ‘Processing’ (see screen shot 12). This will take you
to a screen which will show all the applications for your company that are currently being processed by Disclosure
Scotland. To view an individual’s application click on their reference number - this will take you directly into the
application form you wish to view (see screen shot 13).

e mw
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Screen Shot 13
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Section D — Results

Notification and Viewing Disclosure Certificate Meta Data
Step 1 — Notification

® Security Watchdog will send you an email notification when an application form has been completed and a Disclosure
Certificate has been completed. To view all disclosures that have been sent to you within the last 90 days, click on
‘Application Complete’ found on the Dashboard (see screen shot 12).

Step 2 — Viewing Disclosure Certificate Meta Data

® To view the disclosure Meta Data, for example disclosure issue date, reference number and disclosure status, click on
the applicant’s reference number (see screen shots 13 & 14). This information will always be retained on the system,
even after the disclosure has been archived.

Results with content:
Step 1 - Security Watchdog receives Disclosure Certificate with content

® Security Watchdog will update the ‘Disclosure Sent On’ date on the online system.

® The Disclosure Certificate will then be sent to you, the Applicant Manager, by post.

Step 2 - Applicant Manager receives Disclosure Certificate with content

® Please ensure that you follow the Disclosure Scotland Code of Practice — secure storage, handling, use, retention and
disposal of disclosure information.

Results with no content:

Security Watchdog receives Disclosure Certificate with no content

® The Disclosure Certificate will not be sent to you, the Applicant Manager, by post. This will be securely shredded at
our office by our document destruction contractors, Shred-It. Shred-It document destruction services were
developed specifically to deal with the privacy and confidentiality requirements of the individuals and organisations.
All documents are destroyed following Shred-It’s secure shredding process and we receive a Certificate of
Destruction from Shred-It on every site visit.
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Step 2 — Applicant Manager

® Applicant Manager can view Disclosure Certificate Meta Data from the Dashboard
screen shots 12, 14 & 15).

‘Application Complete’ (see

EBULK DISCLOSURES
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Apphialins > 145%LALST

B L L L S e ———

e Apin 2t

DIRsclosore Information L
aq aunt

Detzzars St Cartfrats tITmams rm aRITITStE Sene
sashcaen Larzom Sscas

Aprphi ution Header

ROMISE SELAY

Aowteerd Nervw
Tiate of Ferte BB 18T
OTRIEEINON Nane CHEDS ORGANTRATION
ean Apph »tiun Ceaplete

Our detmomrss L=

Oinidrnare Scormand POOOMOTLE1 811D

Sertaie
Sopitaten T Tase

Ldentity Oeeck

M Crmched By TGS Ao

1D Crwciond On VeI

Screen Shot 15
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Section E — Find an application

Step 1 - Finding an individual application — screen shots 16 & 17

To find an individual application pre or post Disclosure Scotland processing, select the Applications tab on the
Dashboard and then click ‘Find Application’.

o ¥ — &

EBuLK DISCLOSURES

ACores £ Dum Someae SoASON
« fxeg bgpts gty
A P % M e . t
»

“ates LTS e e Lmpiar
fresmom 3 == I 3 == B2
. e o y [ ——

P L

Screen Shot 16

The following box will appear for you to enter as much of the applicant’s details as you have available. For example,
if you only enter the surname without a date of birth or DS reference, it will bring up a list of every applicant with
that surname. However, if you enter a date of birth as well, then this will define the search results accordingly. If you
tick the ‘Search Archived’ button, this will display applications that have been archived from the system.

Pioal apmrzatiene by oty o0 o of the Setemng hals

Find Application

Out Rafaranani

Pwanama

Screen Shot 17
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Section F — Reports

Step 1 - Running a report — see screen shot 18

® Torun areport you need to return to the Dashboard, select the tab ‘Reports’, and then select the report you wish to

run. There are currently three main standard reports that you can choose from, however it is also possible to run a
customised report (please note that as you only process Disclosure Scotland checks, you can ignore the upper
section of the reports screen containing DBS report information).

Reports Dashboard Csbome Bogaot -
Tre sptions belne previde sccess t0 Ml sgercatibos processed Brough he splem of you can duhne Y smn FEpeT
DOS Certilicate Results DS Involce Kepon 00S Applicant Payment Keport
Ouistanding 00N Apphcations DOS Adult irst Heguested Clent SAP Code report
Otsclosure Scotland Reasults Disvcasure Scatland Lnvolce Dischasure Scothand Applicant
Repon fayment Repert
Outstanding Disclosure Scottand
Anpications

Screen Shot 18

Stage 2 — Invoice report — see screen shot 18 above.

This report can be used to produce an electronic version of the invoice that you will receive from us, or for you to calculate
the company budget required in relation to DS costs. This can be filtered by a specific division or can be run for all divisions
within your organisation. The report captures applicant and organisation data with the addition of:

Basic Fee

Cost Code

Organisation Postcode

Admin Fee (referred to as Base Fee on the system)
VAT

Total application price

Applications that were submitted before the system was capable of producing invoice reports will not be captured in the
report. These will have a zero value against them. Only applications processed after the system was capable of producing this
report will be captured.

Page
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Stage 3 - Customised reports and selecting field headings — see screen shot 19.

® To run a customised report you can select the field headings and date criteria that you wish the report to contain.

For example, this is an ideal opportunity to run a report when carrying out re-checks on your staff, or for capturing
cost codes for invoicing purposes. All reports can be printed, or saved into an Excel spreadsheet (.CSV file) or PDF

document.
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Screen Shot 19

ALL USERS — PLEASE LOG OFF AT THE END OF YOUR SESSION. IF A SESSION IS INACTIVE FOR MORE THAN TEN MINUTES
YOU WILL BE AUTOMATICALLY LOGGED OFF (THIS IS DUE TO SECURITY REASONS).

CONTACT DETAILS

If you experience any technical issues with the online system, please contact Care Check on 0333 777 8575. Lines open
9.00am-5.30pm Monday to Friday. Alternatively you can contact us by e-mail at info@carecheck.co.uk
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Disclosure Scotland List of Acceptable Identification

Can you produce any document
from Group 1?

3 documents 5 documents
to be seen to be seen
One document from Group 1 plus _
any two others from Group 1 or 2 Five documents from Group 2

Document check complete

Group 1

Primary Identity Documents

®  Current valid Passport (any nationality)
®  Current UK Driving Licence — photo card or paper (England/Wales/Northern Ireland/Isle of Man) (Full or Provisional)

®  Original UK Birth Certificate (Issued within 12 months of date of birth)
Full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions & HM Forces.

®  Adoption Certificate (UK)
®  valid photo identity card (EU countries only)

® UK Firearms licence

®  HM Forces ID card (UK)

Group 2
Issued whenever Issued within last 3 months Issued within last 12 months
®  Non-original UK Birth Certificate (Issued after ®  Personal correspondence or a ®  British work permit/visa
12 months of date of birth, full or short form) document from a Government ®  Bankor Building Society Document
®  Marriage / Civil Partnership Certificate Department °

Financial statement e.g. pension,

®  Mail order catalogue statement
g endowment, ISA

®  P45/P60 Statement
®  Addressed payslip

®  Utility Bill (electricity, gas, water, telephone —
including mobile phone contract/bill) ®  |etter from a Head Teacher

®  Vvalid TV licence

®  Credit card statement

®  Store card statement

®  Mortgage statement

®  valid insurance certificate

®  Certificate of British nationality

®  Asylum Registration Card

®  valid vehicle registration document

®  Court summons

®  Valid NHS card

®  Court Claim Form

®  National insurance number card

®  Examination certificate (e.g. GCSE, NVQ)

®  Child benefit book
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