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The eBulkPlus online basic Disclosure Scotland (DS) checks can be completed by accessing the internet from any device that has this facility. This includes a smart phone, tablet, laptop or PC. It is supported on the latest versions of all modern browsers; however, we do not recommend access via Internet Explorer as this browser is unsupported both by our technology and soon by Microsoft also.
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You have been granted access to eBulkPlus in the role of an ID Checker.  An ID Checker can view all applications created under the organisation or specific division they have been created under. The ID Checker can stipulate what ID has been seen in relation to an applicant. The ID Checker will then need to advise an Applicant Manager or Countersignatory (where applicable) within their organisation or division to approve the application for countersigning.
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Please enter the following address into your web browser: 
www.carecheck.co.uk
When you arrive at this page please click on ‘Manage Your DBS Checks’
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You will now be on the main login page, which shows three boxes. NB *Please note at this stage of the process, your login details are case sensitive.
Click on ‘Application Management’ - this will take you to the start of the application process. 
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).
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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.
[image: ]
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 email 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.
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Screen Shot 3
Please then click ‘Update’



If 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 eBulkPlus homepage containing a list of ‘Applications for ID Checking’. Please note the list may contain both DBS and Disclosure Scotland applications. DBS applications are marked with ‘DBS’ and Disclosure Scotland applications are marked with ‘DS’.
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Screen Shot 5
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Step 1 - On the Applications page, click on the relevant applicant’s reference number to open the application form (see screen shot 6 below). 
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Screen Shot 6

Step 2 - You will now see two tabs (overview and application), and you will need to check the applicant’s completed form (screen shot 7 & 8 below). 
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Screen Shot 7
Step 3 - 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).
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Screen Shot 8

Step 4 – Verifying ID

· You will notice a box at the top of the screen, which highlights if the ID has been verified or not (see screen shot 7 above), with a section completion date. It will say in red ‘Incomplete’ if the section has not been completed. If there is a date present, 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 above). Access to this section is located in two places – at the top of the screen or on the overview of the actual form itself. You will now be on the ID screen (see screen shot 8 below).
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Screen Shot 9






· Please select the ID that the applicant has provided for you from the drop down boxes. Guidance notes can be found at the end of this document and are in accordance with Disclosure Scotland Code of Practice. Please ensure at all times that you follow the ID checking rules e.g. do not accept a bank statement if it is more than 12 months old, and do not accept an out of date passport.
· 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. 
· If a 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.
· Finally click ‘Save’ and then click the ‘Return to Application’ icon in the green box located at the top of the screen. 
Once you have fully completed the applicant’s identity verification, you will then need to liaise with your appointed Applicant Managers/Countersignatories for the application to be approved. Please note, until the application has been approved, the application will not be able to be forwarded to Disclosure Scotland for processing.

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 FOR 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
  	Disclosure Scotland List of Acceptable Identification




Can you produce any document from Group 1?


NO
YES


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

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 12 months of date of birth, full or short form)
· Marriage / Civil Partnership Certificate 
· P45/P60 Statement 
· Utility Bill (electricity, gas, water, telephone – including mobile phone contract/bill)
· Valid 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
	· Personal correspondence or a document from a Government Department
· Mail order catalogue statement
· Addressed payslip
· Letter from a Head Teacher
	· British work permit/visa
· Bank or Building Society Document
· Financial statement e.g. pension, endowment, ISA
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Application Management

Use the sign in below if you have a user account for the organisation to access submitted eBulkPlus applications.

ORGANISATION REFERENCE * FIRST LOGIN:

Please note that when you login for the
first time you must enter the temporary
Date of Birth and password as supplied
USERNAME * 1o you in the two automated login
emails, these can be changed to your
own choice.

DATE OF BIRTH *

DD v MM v oYYy “ Forgotten your login details?
Forgotten your password?

Applicant Consent Form Data Protection Policy
Rehabilitation of offenders Guidance Safe Handling Policy
Chegs Test Link

Capita Resourcing Ltd. is registered as an umbrella organisation with the Disclosure and Barring Service.
(@ 2020 The Capita Group Plc. All rights reserved
(Version 14.0) Powered by eBulkPlus ©
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Please enter your password.

PASSWORD *

| ‘ Please note that when you login for the
first time you must enter the temporary
Date of Birth and password as supplied

1o you in the two automated login
emails, these can be changed to your
own choice.

Forgotten your password?

Applicant Consent Form Data Protection Policy
Rehabilitation of offenders Guidance Safe Handling Policy
Chegs Test Link

Capita Resourcing Ltd. is registered as an umbrella organisation with the Disclosure and Barring Service.
(@ 2020 The Capita Group Plc. All rights reserved
(Version 14.0) Powered by eBulkPlus ©
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Please create a new password and enter your Date of Birth. These details will then be used for all future system access to the
Application Management section.

The password must be between 8-30 alphanumeric characters with no whitespace and contain one upper case letter and one
lower case letter. It must also contain at least one special character and at least one digit.

Your Login Details

CURRENT PASSWORD:
NEW PASSWORD:
CONFIRM NEW PASSWORD:

DATE OF BIRTH:

01 v Jan v 2001 v

BACK
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Thank you - update successful

Click here to enter System

Applicant Consent Form

Rehabilitation of ex-offenders Policy Template

Data Protection Policy Safe Handling Policy

Capita Resourcing Ltd. is registered as an umbrella organisation with the Disclosure and Barring Service.
(@ 2019 The Capita Group Plc. All rights reserved
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Applications for ID Checking

The table contains applications waiting ID verification.

Click the reference number to view the application details and complete the ID verification section.
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08/09/2020 [DBS]  00UKEE714728 UK EEALONGTERM 021101985 INVOICET
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14/08/2020 [DBS]  111UKEE713052 UKEEA 021101985 INVOICET
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Applications - 072TEST715212

The details of this application can be viewed below.

App Created: 24/09/2020

Check ID:: Incomplete

OVERVIEW APPLICATION

Application Header

APPLICANT NAME TEST TEST

DATE OF BIRTH 01/01/1998
ORGANISATION NAME Invoice Client 1
STATUS Waiting ID Check
OUR REFERENCE 072TEST715212

DISCLOSURE SCOTLAND BARCODE

APPLICATION TYPE Basic
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OVERVIEW APPLICATION

Third Party Details

FORENAME
SURNAME
EMAIL
TELEPHONE NO

JOBTITLE

Personal Details

TITLE MR
FORENAMES TEST
'SURNAME TEST

DATE OF BIRTH 01/01/1998
‘GENDER MALE
NINUMBER

MOTHERS MAIDEN NAME TEST
ELECTRICITY SUPPLIER NO

PREVIOUS APPLICATION BARCODE
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APPLICATIONS

Identity Check

Applications > 072TEST715212
Please select the physical documents seen using the dropdown lists below, for further information please refer to Identity

Documents section of this screen.

Identity Documents
APPLICANT NAME TEST TEST
CURRENT ADDRESS TEST
TEST
S11AA

UNITED KINGDOM

DATE OF BIRTH 01/01/1998

@ Please note - Disclosure Scotland have requested that if an Applicant indicates they have a Passport and/or a Driving

Licence then this information must be provided.

DOCUMENT 1

- select -

DOCUMENT 2
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