CHECKER GUIDE TO THE ONLINE DBS APPLICATION SYSTEM

Getting Started
As a British Judo Association ID Checker you will have gone through the process to become registered
with the British Judo Association and UCRB and supplied with your Log In Password. It is highly
recommended that you read this Guide prior to checking an Applicant’s online form and documents.
Please retain this document for future use.
Please ensure that all pop ups are unblocked on your computer system to allow you access.
Logging into the UCRB Portal
Go to - https://client.crblive.com and fill in the fields as shown below (if you have forgotten your
password please click on “Forgot Password?”

Who may need a DBS check and how to generate an DBS Login Password

Your Applicant has probably already completed their section after receiving a unique DBS Login Password from either
the BJA Coaching & Safeguarding Co-ordinator or BJA Delivery Team. However, if they have asked you to provide this
please consider the following first:1. Is this person eligible to be asked for a DBS check? i.e., are they a BJA Judo Coach or Club Welfare Officer?
If they are working towards one of these roles have they received an instruction to proceed with a check?
2. Does this person undertake a different role that requires a check under the DBS Regulated Activity Rule?
If in doubt, contact the BJA Coaching & Safeguarding Co-ordinator or Safeguarding Manager for advice. There have
been significant changes since the days of CRB checks!
3. Is this person a BJA member i.e., holds a BJA Judo Licence?
4. Has a DBS Login Password already been provided and has the application started or does it simply need re-setting
(a DBS Login Password expires after 30 days if the Applicant has not started their form)?
5. If a DBS re-check is required please ensure that the current one is coming up for renewal. A DBS Disclosure Certificate
needs to be renewed every 3 years and it is recommended applying approximately 12 weeks in advance.
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To generate an Applicant password

You can change your
password here

Where it states
‘Forename’ enter
both forename
and surname i.e.,
Joseph Bloggs
Add email address.

The log in details will be sent automatically to the Applicant’s email address or you can print a
copy for them. If the log in details do not appear, it may be that you have not unblocked any
pop ups which will not allow you proceed. It may also be worth seeing that your computer
system is compatible with that of UCRB.
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Completing the face-to-face ID check
Now that the Applicant has completed their application and submitted it they will come back to you
(the Checker), with their RB Reference Number. You should then log back in to the UCRB Portal
(Client Link) using your Login credentials and you will be taken your client home screen. If you are
related to the Applicant you must not be their Checker:

Here is where
any incomplete
applications will
be stored.

Here is where
applications are
waiting to be
checked

Select ‘View’ to check the
application is correct

You must always allow pop - ups

Check the application (including
spelling errors); if an error has been
made you can select ‘Amend’ to send
the application back to the Applicant
(and move back a stage). Make sure
middle names are included if
applicable (can cross check against
Driving Licence) otherwise the DBS
will reject the application.

Once you have viewed and checked the
application, you can press ‘Complete’
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Once you have pressed, ‘Complete’ you will then be able to complete ‘Section X’
and enter the type of application you require.

BJA Licence number must be entered
* Please see important details below with regard to Workforces:It has been established that the majority of Judo Coaches will definitely not be coaching only
vulnerable adults who have learning disabilities, in an adult’s only group, on more than
four occasions a month and that is specifically designed for vulnerable adults with learning
disabilities. It is not classed as Regulated Activity as this person is not providing any health or
social care services.
Due to the above, on the application forms in ‘Section X’ you can only select ‘no to working with
adults’, and ‘yes to working with children’ and you can only select ‘Child Workforce’.
This will be the same for Club Welfare Officers also.
As classes are not specifically designed for vulnerable adults with learning disabilities you cannot
select ‘yes to working with adults’ as per the Disclosure and Barring Service.
However, if you do have a Judo Coach that will definitely be coaching vulnerable adults who have
learning disabilities in an adult’s only group on more than four occasions a month that is specifically
designed for vulnerable adults with learning disabilities then please inform the BJA Coaching &
Safeguarding Co-ordinator and United Medicare.
DBS checks for First Aiders, Tuck Shop Helpers, Club Committee Members etc., are not required.
If in doubt please contact the BJA Coaching & Safeguarding Co-ordinator for advice.
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Finally, please also remember if you have any paid Judo Coaches then you need to select
‘No’ to the question ‘Is this a Volunteer?’ – they need to send a cheque (BJA) for £54.80.

Once you have completed all the boxes you can press ‘Submit’ and will then see this box:-

You can then move on to the next stage, ‘Identity Check’;

Now the
application
has moved
down to
‘Identity
Check’

Select
‘Complete’ to
move on to
the ID check.
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Now you must establish which route number the Applicant will take:–

Route 1
The Applicant must be able to show:
•

1 document from Group 1, below

•

2 further documents from either Group 1, or Group 2a or 2b, below

At least 1 of the documents must show the Applicant’s current address.

Route 2
If the Applicant does not have any of the documents in Group 1, then they must be able to
show:
•

1 document from Group 2a

•

2 further documents from either Group 2a or 2b

At least one of the documents must show the Applicant’s current address. The organisation
conducting their ID check must then also use an appropriate external ID validation service to
check the application. There is a charge for this option (see Page 8).

Route 3
Route 3 can only be used if it’s impossible to process the application through Routes 1 or 2.
For Route 3, the Applicant must be able to show:
•

a birth certificate issued after the time of birth (UK and Channel Islands)

•

1 document from Group 2a

•

3 further documents from Group 2a or 2b

At least one of the documents must show the Applicant’s current address. If the Applicant cannot
provide these documents they may need to be fingerprinted.
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Group 1 : Primary Identity Documents
Document

Notes

Passport
Biometric Residence Permit UK
Current Driving Licence photocard with paper
counterpart (must be valid)
Birth Certificate –
issued at time of birth

Any current and valid passport
UK
UK, Isle of Man, Channel Islands and EU
(full or provisional)
UK and Channel Islands including those
issued by UK Authorities overseas e.g.,
Embassies, High Commissions and HM
Forces
UK and Channel Islands

Adoption Certificate

Group 2a : Trusted Government Documents
Document

Notes

Current Driving Licence – photocard (if you were issued
a paper counterpart but do not give it to your checker)
(must be valid)
Current Driving Licence – paper version
(must be valid)
Birth Certificate – issued after time of birth
Marriage / Civil Partnership Certificate
HM Forces ID Card
Firearms Licence

All countries (full or provisional)
UK, Isle of Man, Channel Islands and EU (full or
provisional)
UK and Channel Islands
UK and Channel Islands
UK
UK, Channel Islands, Isle of Man

Group 2b : Financial and Social History Documents
Document
Notes

Issue Date and Validity

Mortgage Statement
Bank or Building Society Statement

UK or EEA
UK and Channel Islands or
EEA
UK

Issued in last 12 months
Issued in last 3 months

UK or EEA
UK

Issued in last 3 months
Issued in last 12 months

UK and Channel Islands
UK and Channel Islands
UK
Non-UK or non-EEA only –
valid only for Applicants
residing outside of the UK
at the time of applying
UK

Issued in last 12 months
Issued in last 12 months
Valid up to expiry date
Must still be valid

UK

Issued in last 3 months

UK and Channel Islands

Issued in last 3 months

UK and Channel Islands
UK – for 16 to 19 year old
in full time education

Must still be valid
Must still be valid
Must still be valid and only used
in exceptional circumstances if
other documents cannot be
provided

Bank or Building Society Account opening
confirmation letter
Credit Card Statement
Finance Statement e.g., Pension Policy or
Endowment Policy
P45 or P60 Statement
Council Tax Statement
Work Permit or Visa
Letter of sponsorship from future
employment provider
Utility Bill
(not Mobile Telephone Bill)
Benefit Statement e.g., Child Benefit,
Pension
Central or Local Government, Government
Agency or Local Council document giving
entitlement e.g., from DWP, Employment
Service, HMRC
EU National ID Card
Cards carrying the PASS accreditation logo
Letter from Head Teacher or
College Principal
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Issued in last 3 months

Issued in last 3 months

This information can be found on the DBS website, please follow the link for further information –
https://www.gov.uk/disclosure-barring-service-check/documents-the-applicant-must-provideIf you need to carry out Route 2 check United Medicare are able to assist you with this,
as United Medicare are working closely with an external ID checker. There will be at an
additional cost to the DBS fee which includes the cost of the external ID Check and United
Medicare’s administration fee. The current fee is £8.00 inclusive of VAT. Please send your
cheque, made payable to the British Judo Association, for the attention of the BJA
Coaching & Safeguarding Co-ordinator (Head Office address).
Route 3
All Registered Bodies must have exhausted Route 1 and should have endeavored to use
Route 2 and the external identification check before considering to process any
applicant by Route 3.
If the Applicant cannot carry out Route 1 or Route 2 you should have had a probing
discussion with the Applicant to establish why they were unable to be processed by
Routes 1 or 2.
What to do next?
In the event of an Applicant being unable to satisfy any of the 3 Routes, you should
have a probing discussion with the Applicant before considering whether to declare ‘’No"
at the ‘Identity Verified’ section on the application. If you have done everything within
reason to acquire the necessary documentation without success, the only further option
is the Applicant would need to be fingerprinted which may cause delays.

If you do not enter enough evidence, you will see an error message come up in red at the bottom
of the page that will ask you to select more evidence, if you do not it will not let you proceed.
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When you select certain documents such as a Utility Bill, the system will automatically
generate a message reminding you that it should be dated within the last 3 months. This will
occur with several of the documents that have to be within certain dates (please refer to the notes
and the bottom of the screen).
When using certain documents like a Passport or Driving Licence the system will require additional
information, such as issue numbers and issue dates. If you have used one of these pieces of
identification, once you have clicked submit you will be presented with another screen. This is where
you will be required to enter this information. The screen that you will see is below:

If the system states the Driver’s Licence is incorrect, it may mean that Applicant’s
details have been entered incorrectly such as the middle name is in the wrong place
and names the wrong way around can cause this to happen. If this happens, you will
need to view the application, check where the mistake is and then go back to edit
it by pressing ‘Amend’.
You are now able to view the application again to make sure everything is accurate before
submission. This time as well as showing the information the Applicant input you will also be
able to see the information you have entered as a Checker such as ‘Section X’ and the
‘Identity Check’ sections.
Once you have looked over all the information and you are happy with what is there you are
ready to submit the form:
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IMPORTANT : In order to complete the final part of the form, you need to go to the tab at the top
called ‘Applications Under Processing’, then ‘Pending Submission To UCRB’.

IMPORTANT : Once you have selected this, press ‘Search’. This screen will now appear:

You now need to
mark the tick box and
click ‘Submit’

IMPORTANT : Once you have submitted the application you will see the screen below:

You now need to read this box
and click ‘Submit’ again

Your form has now been submitted to UCRB and they will start to process your application(s).
Once you have clicked ‘OK’ you will be taken back to your ‘Manage Applications’ screen.
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The application(s) that you have just submitted has now moved into ‘Completed Applications’
and ‘Submitted To UCRB’.

Please tell the Applicant that their application can take approximately 8 weeks for processing
and then they will receive a DBS Disclosure Certificate which they will need to keep safe.
There is no requirement to send this to the BJA unless they are requested to do so by letter
from the Safeguarding Manager.
Drop down categories explained:
Submitted to UCRB – this is where the form(s) will appear the day sent.
Submitted to DBS – the form will appear here when UCRB have sent them through to the
Disclosure and Barring Service.
Acknowledgements – forms will appear here when the DBS have acknowledged the
application. When you see the forms here it means that they are going through the Police
checks and processes.
Certificate Status – this is where all your completed applications will fall after the DBS
Disclosure Certificate has been issued to the Applicant only. After six months the data will
disappear due to DBS and data protection legislation.
You are able to search
for applications using this
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Useful Tips
•

When searching for applications, please be sure to change the ‘from date’ in the search
tab to an earlier date. If you do not change this the system will only bring up applications
created within the last week.

•

When completing applications you may need to use the ‘Applications Under Processing’
tool at the top of the page. This will bring up each application and what applications
are in what part.

•

Please note that if you press the ‘Amend’ button, it will take the form back to the previous
section.

•

Post Codes - Incorrect post codes can cause applications to be delayed. Our IT team has
installed a post code checker to ensure that an incorrect post code is not submitted through
to the DBS. Please make sure that you check all post codes on both the current and previous
addresses. If a post code does come through to us incorrect, we have to amend it back for
you to change. This means that you as the client will have to send the application back to
the candidate part, ask the candidate to log in and change the post code. If you are unsure
about a post code, you can use Google Maps or Royal Mail Post Code Finder to double check.

•

If an application form is incorrect, we may have to amend it back for you to change. In this
case, you will need to reverse the form back to the relevant section by pressing ‘Amend’.
Once it is in the section where the amendments need to be made, press Complete. When
the form has been corrected, please follow the same process back pressing Complete or
Submit.
If you have any problems please do not hesitate to contact the
BJA Coaching & Safeguarding Co-ordinator initially and then
one of the team at United Medicare (UCRB).
Sharon Hellend - BJA Coaching & Safeguarding Co-ordinator
Telephone : 0121 728 6984
Email : Sharon.hellend@britishjudo.org.uk
British Judo Association
Kudhail House
238 Birmingham Road
Great Barr
Birmingham
B43 7AH

United Medicare (UCRB) – Umbrella Body for BJA DBS Applications
Telephone : 0208 306 2806
Email : crb@unitedmedicare.com
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