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The following guidelines are written for a registered* Club/Centre ID Verifier. (*You must have
registered with ONLINE DISCLOSURES, through British Canoeing in order to carry out this role)

Please note:
e You can only verify the DBS Applications of Club/Centre members.
(If you do not have a registered Club/Centre ID Verifier please read the Guidance Notes for
Verification by Post Office).

e A Club/Centre ID Verifier cannot verify their own application.
If the Club/Centre ID Verifier holds a role at the club/centre which requires a DBS Check, they
have two options for their application to be verified 1- Via the Post Office or 2- Via a British
Canoeing Development Officer.

e Itis also not best practice to verify an application for a spouse/partner or family member.

(The role of ID Verifier does not meet the requirements for a DBS check; however a Club/Centre
Welfare Officer, for example, would.)

How to register to verify DBS Applications for your Club/ Centre

The Club/Centre must have registered the individual responsible for verifying an applicant’s identity
with ONLINE DISCLOSURES before they are able to verify a Club/Centre member’s DBS application.
The registration process is done through British Canoeing via a short online form. Once registered,
ONLINE DISCLOSURES will send an email to the registered verifier providing details on how to
activate their account.

The Club/Centre Welfare Officer should be the person who is registered as the Club/Centre ID
Verifier and must have the approval of the Club/Centre Committee to carry out this role.

To request the online Club/Centre ID Verifier registration form contact Helen Laywood. Email:
helen.laywood@britishcanoeing.org.uk Tel: 0845 370 9525.

How to Log in to your Account

Once registered, you will receive an email containing login details and a link to the ONLINE
DISCLOSURES online service.

(Please note that this British Canoeing guidance document is based on the ONLINE DISCLOSURES
guidance, but made more specific to you and British Canoeing. Therefore although it may be useful
to refer to both, we recommend following the British Canoeing document as it will include
additional information you need to be aware of).

Please contact ONINE DISCLOSURES if you require any further assistance at onlinedisclosures@gbgplc or call 0845 251 5000
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e You will be asked to create a password. This should be at least eight characters in length
using a combination of UPPER CASE, lower case and numbers (0-9).

e Verify the password by entering it again. Click ‘Save Password’.

e Once you have confirmed your password you are automatically logged into the system.
Follow the on-screen instructions to go to the home page.

e C(Click on the link to the online service. This will open up a web browser asking you to enter
and confirm your password.

e The activation email will contain your Club/ Centre unique PIN reference (Org PIN), which will
be required when accessing the service.

e Future logins will require your Club/ Centre PIN number (Org PIN), password and email
address.

Logging into the system takes you to the ‘Applications’ dashboard. From the dashboard you will be
able to register club/centre applicants and track the progress of applications you have submitted for
your club members.

Overview of the DBS Application process

1. Applicant contacts Club/Centre ID Verifier.
Club/Centre ID Verifier confirms applicant is eligible to apply for DBS check and which level of
check is required.

3. Club/Centre ID Verifier registers the applicant on the ONLINE DISCLOSURES system.

4. Once registered, the applicant receives an email with details on how to log in to complete
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their application. The applicant will need to: . .
e Open the activation email and click on the QD!!”GDISClOSU"e%
relevant link. They will be asked to create a
password. Create Password
e The password should be something Please enter a new password which will be associated
memorable and will be used to Sign In to with your new account.
Online Disclosures in the future. Password
e The password has to be at least 8 characters
in length, be a combination of UPPER CASE Verify Password
and lower case and numbers (0-9). Special
characters (@!%S£) can be added to increase
the password security strength.
e Confirm the password by entering it again.
Click ‘Save Password’

e Please note. If you haven’t received an activation email, contact
helen.laywood@britishcanoeing.org.uk.

5. The applicant completes their personal details online and submits the application for
verification.

04.03.15
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6. Applicant and Club/Centre ID Verifier arrange a verification meeting (this must be done in
person).

7. At the verification meeting the club/centre ID Verifier checks all the details are correct and
verifies the applicant’s ID documents before submitting the application to ONLINE
DISCLOSURES.

8. Club/Centre ID Verifier advises applicant of the DBS Update Service (see page 14).

9. The appropriate payment is made for the application (applications are free for volunteers).

10. ONLINE DISCLOSURES ensures the application is accurate and the appropriate level of
Disclosure has been requested for the position. The application is countersigned and
submitted electronically to DBS which carries out the relevant checks prior to issuing the
Disclosure Certificate.

11. The Disclosure Certificate is sent to the applicant only.

12. British Canoeing will inform the Club/Centre ID Verifier once an applicant’s Certificate is
clear.

(Throughout the process, the Club/Centre ID Verifier can log in to their account and track the stages

of any applications they have submitted. The Club/Centre ID Verifier will see when a check has been
completed, however you will not be able to see the result of the check).

Applicant Registration
Once a club/centre member has contacted you to request an application, you should check they are
eligible for a DBS Check and which level of check they require using the guidance documents

provided by British Canoeing (E.g. DBS Guidance Flowchart (G29)).

To register an applicant, log in to your account and follow the guidance below:

OnlineDisclosures

Formvesy TG 39 @

¢Tosenrch/navigate to organisation structure
Create online applicant
Demanstration Organisation Create Online Applicant

ot Create Online Applicant

Verifiers & Disclosure Managers Applicant name

Simon

Emad address

simon123@test com

Confirm email address

simon 1 23gtest com

Create applicant ’ s

Please contact ONINE DISCLOSURES if you require any further assistance at onlinedisclosures@gbgplc or call 0845 251 5000
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e Select the ‘Organisation’ tab along the top.

e Click ‘Organisations Actions’. A drop down list will of actions will appear. Select ‘Create
Online Applicant’.

e Right click on your Club/ Centre name and select the option to ‘Create Applicant’.

e On the right hand side of the screen, enter the Applicant’s name and email address.

e Select ‘Save’ to create the new applicant.

e An email will be sent to the applicant with instructions on how to activate their account and
how to complete the registration process.

e Please note: if the error message ‘E-mail already in use’ appears, this means that the
applicant has already been registered and should be re-sent an activation email instead.

Re-sending an Activation Email to Applicant

e Select the ‘Organisation’ tab along the top.

e Click ‘Organisations Actions’.

e Adropdown list of actions will appear, click ‘Non-Activated Users’.

e Tick the box alongside the relevant applicant’s name.

e Click ‘Re-send Activation Email’.

e The applicant will receive an email containing a link and instructions on how to complete the
registration process.

Application Verification
Once the applicant has completed the personal detail section of their application, they will contact
you to arrange a verification meeting. The applicant must take with them originals (copies or

scanned documents must not be used) of the documentation they wish to use to verify their identity.

You will need to have access to a computer and the internet in order to complete the ID
Verification process.

The verification process is a simple six step process:
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Check Applicant Details

Verify applicant’s identity documents
Document Confirmation

DBS Check Details & Verification Confirmation
Rejection of Application Information

Payment (if applicable)

Submission to ONLINE DISCLOSURES

Nou ks wnNR

04.03.15
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1. Check Applicant Details

e Loginto your (the verifier) ONLINE DISCLOSURES account.

e Single click on the name of the applicant that you want to verify.

e If the applicant has supplied the ID listed, click ‘Yes’. This will take you to Step 1 ‘Identity
Document Verification’.

e If the applicant has provided different ID, click ‘No’.

e Ask the applicant to confirm the application is theirs by entering their email address and
password (if applicable).

OnlineDisclosures

e N

I T I I T T I T I

oo Ll (L) Polinds: Satwr ol Prochact EHamb guhar w
DemoApplicant . — .
o unm — DTLIsL MGLLTEF ] tiy :! b

Mr Demo Applicant

Document Verification Oveniew 3 Sedected ldentity Documents

In order 1o progeeas with the application, The spplicant must provwde The o

VL 1V STBLE Hhay Wil prcnadhs DAE Tl b il dOXUTRELE 0

urfficient IR0 waiviate their appication.

i b it el s Ty Ty 0l raigpe of | o @S Chan

i be seen o validie the ideniity of e appbcant, For il guidance

o il v gy il i
Hewe the above documents been provided?

i e abowss harve Resen prosided Then thep confiom o the esuied
documant tape wt by the DEGOS in ordes to confinm an incividesly

v ANdonrearay s be o
dowalasded from ghe ink

e If you reject the application because of insufficient / invalid ID it will remain on the list to be
verified until the applicant provides sufficient valid ID to supplement their application.

e Rejecting the application for incorrect personal details will open it up for the applicant to
make amendments. For security purposes the applicant must amend their own application
details by logging into their application with their login details.
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e The applicant can now amend and resubmit their application for verification.

2. Verify Applicant’s Identity documents

Full details of the ID requirements are given in the on-screen help text.

You must verify at least three original documents, at least one of which must be from Group 1. If the

Applicant has only provided documents from the Group 2 list, five original documents must be
04.03.15

UPDATED
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verified. One document must show the Applicant’s date of birth and one must verify their current

address.

e For each ID you will need to provide specific information. Enter the details requested for

each ID.
e Click ‘accept’ this ID.

e The next ID requiring verification will be shown automatically. The ID already verified will be

greyed out and be struck through.

e Once all ID has been verified you will automatically be taken to Step 2 ‘Document

Confirmation’.

1

WVarilication

O’nlineDiSClOSU FES  enttyDocumerts  Document comfirmation

Please Verify the Following 3 Documents
1. Cupmmptyalid passport (Group 1)
o AbaEk bR by ene P S A pi S

3. Mortgage Statement (UK or EEA) {Group 2b)

Mortgage Statement (UK or EEA)

Date of lssue

13/05/2014 €.q. 31,/01/1980

Next

Mr Demo Applicant

Hame Details

Faranzens

iiddha

Sumamne:

Migthers Msiden
Harme

Fast Names.
Demonstration
Birth Details
Town.

County
Country:

Hotianality:

D05 Cheack Details werification Confirmation

[

Agpplicont

used 1551-2001

Current Address & Contact Details

Demonatration Lane

Prutad
GB
MGLL FEP

T
™

Wiiw Past Addiesses

Please Note: It is important to check that all personal details supplied, name history, full address etc.

have been entered exactly as evidenced on the ID. The disclosure check cannot be relied upon if not.
If there are any discrepancies, the application will need to be rejected.

3. Document Confirmation

A summary of the verified ID and the specific document details will be shown.
e Check the document details again to ensure that the information for each has been entered

correctly.

Please contact ONINE DISCLOSURES if you require any further assistance at onlinedisclosures@gbgplc or call 0845 251 5000
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O—0
OnrlneDISCIOSU FES  idemitypocuments  mocument confiemation DBS CheckDetaikk  Verification Conflrmation

Verification

Verified ldentity Documents

Current valid passport Bank/Euilding Society Statement Credit Card Statement (UK or EAA)

Dot oflmus 120062012 U] Doteoflue  16/05/2018
Date of Issue: 13/06/2004

Pessport Number: 123456789

Date of Birth: 01/01/1591

Nationality: GB

Please confirm the fellowing:
W At least one of the documents contains a current addrass

V] At least one of the documents contains a date of birth

Documentary evidence was provided for all name changes where available

Procerd to step 3 Back tostep i m

e If correct, confirm the verified ID by clicking all three boxes against the confirmation
sentences.
e Click Proceed to Step 3’. If the details are incorrect, click back to step 1.

4. DBS Check Details & Verification Confirmation

DBS Check Details

e Select the Applicants Position from the drop down list. To be able to edit any information the
Applicants Position must be selected first.

e Please Note: The settings for a typical application for British Canoeing are pre-selected;
however can be changed.
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O—
: /] 4 OnlineDisclosures DBS (herk Details Veriistion Conimation
e Click ‘Proceed to Step 4 ke
DBS Check Details
Servica Selestion Applicant position
Childcare Assistant i
[ L |71
igurcy: Diselzawrm and Barrimg
Service
Criminal Recerd Discosure Disclonure tige ENARNCED
D8S Childrns Barsd biet: s
DS Adu¥'s HarruciList
Working 82 home: e
Workforce: chid E®
Faymant Pyt Typa PR
peckiasiens
04.03.15
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Verification Confirmation

o o\ L £

. . . I\, NS, >/ &)

e Readthe information, tick the | OnlineDisclosures i o i o i o
box to Conflrm that you have Pleade Read & Canfirm the Following

read and understood it. e e

e  Click ‘Submit Application’ e g et e ety

pRication for s CAS chaskin petpons of asking anaargt

e docurmatson grd informatioe hee been supolied and theded -
Diaclonurs Sootiesd pudarce: | decis Bt the informatan | e

[ Declaration by verifier om 15 Jun 2014

submiz application Backtostep 3

5. Rejecting an Application

Why might | need to reject the Application during Verification?

It is very important to be thorough when verifying an applicant’s ID. If mistakes are found, then this
can lead to it being rejected at the countersigning stage and cause delays in the application being
processed. If the disclosure check is carried out with incorrect personal details, this makes the result
of the check unreliable.

Being vigilant and spotting any potential errors or discrepancies at Verification allows the disclosure
checking process to run as smoothly as possible.

The reason why you may have to reject an application at verification, fall into two categories:

a) Personal Details Incorrect b) Insufficient/Incorrect ID

If there are any mistakes in the applicant’s ID should not be accepted at verification
personal details e.g. name, date of birth, and if it does not correspond with the applicants
or address details, the application should be personal details, i.e. the ID is in their previous
rejected for Personal Details Incorrect. name or address and/or out of date. In this

situation the application should be rejected
for Insufficient/Incorrect ID.

How do | reject the Application if a) Personal Details are Incorrect?
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If there are any mistakes in the applicants personal details e.g. name, date of birth, and or address
details, the application should be rejected for Personal Details Incorrect.

e Click ‘Reject Application’

e Select ‘Personal Details Incorrect’

e Detail the reason why in the Notes field.
e C(Click ‘Reject’

An automated email will be sent to the applicant notifying them that amendments are required,

according to the notes entered.
04.03.15
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The applicant should Sign In to Online Disclosures, make the necessary amendments and submit the
application again for verification.

How do | reject the Application if b) Insufficient/Incorrect ID?

ID should not be accepted at verification if it does not correspond with the applicants personal
details, i.e. the ID is in their previous name or address and/or is out of date. In this situation the
application should be rejected for Insufficient/Incorrect ID.

e Click ‘Reject Application’

e Select Insufficient/Incorrect ID

e Detail the reason why in the Notes field
e Click ‘Reject’

The applicant will receive an automated email asking them to provide further ID documents,
according to the note entered.

The application will be listed in the Awaiting Verification tab, ready for verification, once further ID
has been supplied.

What do | do if the applicant has provided different ID to that listed?

° CIICk INOI When aSked ’Have Which of the Following Group 1 Documents Have Been Supplied?
the above documents been o
provided?’

e Select the ID from across Group
1 that the applicant wishes to
use

e When sufficient ID has been

selected a green bar will appear

Full or provisional photo card driving licence

LN |

at the top of the application e ometicesdenepemi ()

Proceed to Group 2 Document Selection
up 1 documents and will need to supply 2 further items of
oup 2

fiew group 2 documents

Graup 22 Dacuments

e If no green bar appears and you have selected
all the documents the applicant has from Group
1 click ‘View Group 2 Documents’

e Select the ID from Group 2a/2b that the B —
applicant wishes to use. o 2?::?:::;1}:3:;{:;; —

e Click ‘Proceed to Step 1. This will take you to ) oty s
Step 1, ‘Identity Documents Verification’. —

e Follow the Verification process.
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What do | do if the Applicant is rejected at Countersign?

The application could be rejected at countersign for two reasons;

a) Personal Details Incorrect b) Verifier Details Incorrect

If any of the applicants personal details The application will be rejected if
appear to be incorrect, e.g. the name or there is an error in the default
address details the application will be rejected settings, i.e. the level of check

for Personal Details Incorrect. Once it has requested is incorrect.

been rejected, the application will be listed in The Status of the application will stay
the ‘Not Submitted tab’, with the status at Awaiting Verification.

Applicant Amendment and the following

symbol. @

What do | do if the Application has been Rejected at countersign for a) Personal Details
Incorrect?

The application will show in the ‘Awaiting Verification’ tab.

e C(Click on the applicant’s name. The reason and the associated notes will be listed
e C(Click ‘Reject Application’

e Select Personal Details Incorrect

e Detail the reason why in the Notes field. Click Reject.

An automated email will be sent to the applicant notifying them that amendments are required.

The applicant should Sign In to Online Disclosures, make the necessary amendments and submit the
application again for verification.

What do | do if the Application has been rejected at countersign for b) Verifier Details
Incorrect?

The application will show in the Awaiting Verification tab.

e Single click on the applicants name to open the application.

e C(Click Edit to make the changes to the disclosure settings to reflect the correct level of check
required and or payment settings.

e Click Proceed to Step 4 and submit the application again.
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If you are unsure what the default settings are for your organisation, please contact the individual within
you organisation in charge of the disclosure checks.

04.03.15
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6. Payment (If Applicable)

A

There will be three payment options:
a) Invoiced [default setting] = FREE, application is for a volunteer (British Canoeing will be invoiced)
[This option must ONLY be used for volunteer applications]
b) Payment by Organisation = Club/ Centre is paying application fee
[Organisation in this instance refers to the club or centre, NOT British Canoeing]
c) Payment by Applicant= Applicant is paying application fee

It is important to ensure the correct payment method is selected. If the applicant is not a volunteer,
they must pay for the application and ‘Payment by Applicant’ must be selected. If the applicant is a paid
coach at the club/ centre, the club/ centre may wish to pay for the applicant in which case select
‘Payment by Organisation’.

a) |If ‘Invoiced’ is selected, no further action is required and the application will be submitted
directly to ONLINE DISCLOSURES. British Canoeing will be invoiced monthly for the application.
This must ONLY be used for volunteer applications.

b) If ‘Payment by Organisation’ has been chosen, payment from the club/ centre will be required
at this point before the application is submitted to ONLINE DISCLOSURES. Click ‘Make Payment’
to pay via PayPal or with a debit/credit card.

c) If ‘PPayment by Applicant’ has been chosen, the Applicant will be required to make payment
before the application is submitted to ONLINE DISCLOSURES. The Applicant can choose to pay at

the verification meeting or at a later date.

If the Applicant chooses to pay later, they will be given a set number of days to make payment.
If they do not pay within this time their application will be automatically withdrawn.

e From the drop down, select
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the number of days you Pay Later
wish the applicant to pay Days to pay
within
10d
e From the drop down, select s
the number of days you Reminder
wish the applicant to receive 2 doys

a payment reminder on

e Click ‘Pay Later’

e Confirmation that the Payment Reminder
reminder has been set up
successfully will be shown

e By clicking ‘here’, under the ‘Payment Reminder’ section, you will be taken back to the

Payment reminder setup successfully. Click here to continue...

awaiting verification tab.

04.03.15
UPDATED
29.01.16

Please contact ONINE DISCLOSURES if you require any further assistance at onlinedisclosures@gbgplc or call 0845 251 5000
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7. Submission to ONLINE DISCLOSURES

ONLINE DISCLOSURES checks applications and eligibility before countersigning and submitting to DBS via
a secure eBulk link. If the application contains errors, ONLINE DISCLOSURES will return it to the
Club/Centre Verifier to be amended and resubmitted.

ONLINE DISCLOSURES may return applications for two reasons:
e Verifier error
e Applicant error

Verifier errors include requesting the wrong level of Disclosure, requesting checks of the Children’s or
Adults’ Barred Lists inappropriately and ticking volunteer status inappropriately.

Applicant errors include any mistakes the Applicant has made with their personal details (for example
getting their forename and surname the wrong way round).

If an application is returned for one of these reasons, an email will be sent to the Verifier who originally
submitted the application. The email will explain the error and what to do next. Hovering over the status

icon will display this information on-screen.

Applications returned due to Verifier error can be amended and resubmitted by the Verifier. For
information security purposes Applicant errors must be amended by the Applicant only.

Completion of the DBS Application

Once the DBS checks are complete the Applicant will receive their Disclosure Certificate directly from
DBS. No one else will receive a copy of their certificate.

If requested to do so, the Applicant must send their DBS Certificate to ONLINE DISCLOSURES or British
Canoeing within the specified deadline.

Once a check has been cleared British Canoeing will inform the Club/Centre ID Verifier that the
applicant can be deployed in their role at the club.

DBS Update Service

The DBS Update Service is an online service which, once subscribed to, allows a DBS Certificate to be
kept up to date; providing the opportunity to make your Certificate portable (when certain criteria is
met).

Please contact ONINE DISCLOSURES if you require any further assistance at onlinedisclosures@gbgplc or call 0845 251 5000
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Once the applicant has received their DBS Certificate they have 19 days to subscribe to the DBS Update

¥ CANOEING

Service.

Further information about the Update Service and its benefits can be found on the DBS Update
Service pages of the British Canoeing website.

If the applicant chooses to subscribe to the DBS Update Service and would like to use the service to
replace the need to complete additional DBS applications for British Canoeing in the future* they will
need to inform British Canoeing by completing a DBS Status Check Authorisation Form (this form can

also be found on the British Canoeing DBS Update Service webpage).

(*This will be dependent upon their continual subscription to the Update Service, their certificate
remaining current and their role and workforce remaining the same)
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Please contact ONINE DISCLOSURES if you require any further assistance at onlinedisclosures@gbgplc or call 0845 251 5000
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http://www.britishcanoeing.org.uk/guidance-resources/safeguarding/disclosure-and-barring-service
http://www.britishcanoeing.org.uk/guidance-resources/safeguarding/disclosure-and-barring-service
https://docs.google.com/a/britishcanoeing.org.uk/forms/d/1PxUaMpwj4XtOZ1zbSgK6ttE8h60zMM_5UQXZ93mfLCs/viewform?c=0&w=1
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APPENDIX 1- Applicant Position

Use the table below to help decide which position best describes the applicant’s role for which the DBS
Check is being carried out for. Selecting the wrong role could result in the application being returned

from DBS or ONLINE DISCLOSURES, delaying the application process.

All roles listed below are in relation to carrying out the role for children under the age of 18 (with the
exception of Supervisor of Regulated Activity and Professional Health Care Provider) and which meet the

eligibility requirements for a DBS Check in terms of their frequency, venue and supervision.

RN

Role

Description

Coach/ Instructor

A qualified or unqualified individual providing unsupervised
coaching, teaching or instruction.

Leader/ Assistant

A qualified or unqualified Leader who is unsupervised or a
qualified or unqualified individual providing unsupervised
assistance or help to a leader, coach or instructor.

Club/Centre Welfare Officer

This will include deputy Club/Centre Welfare Officers and
will be classed as someone who manages those in Regulated
Activity.

Supervisor of Regulated Activity

A person responsible for managing or supervising (within
sight or hearing at all times) an individual who, without the
supervision, would otherwise be classed as being in
Regulated Activity.

Team Manager

An individual responsible for managing a squad/ team where
all or some of the members are Under 18.

Professional Health Care

An individual providing health care as a qualified health care

Provider professional (or under the direction or supervision of a
qualified health care professional).
Driver An individual who is providing transport solely for children.

Carer/ Chaperone

An individual who is providing care or acting as chaperone.

Host Family Parent*

*You must also select “Work from
Home’ when selecting this option
for applicant position.

An individual who is providing care and supervision for the
child they are hosting in their home.

NB - if this is a private arrangement between parents a DBS
check will not be required.

Please contact ONINE DISCLOSURES if you require any further assistance at onlinedisclosures@gbgplc or call 0845 251 5000
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