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1. THE CLUB REGISTRATION PROCESS

The Club Welfare Officer (CWO) should send
an email to FAchecks@TheFA.com indicating
that they wish to register.Remember to
include the CWQ’s name, their FAN and the
club name in the email.

The CWO will receive an email reply with an
Information Sheet and a Registration Form
attached.

From: Daniel Storey

Sent: 29 October 2018 16:54

To: FADBS <FAchecks@thefa.com>
Subject: ONLINE CHECKS

Hi,

My name is Daniel Storey and | am the Club Welfare Officer for ABC Football Club.

Please send me the registration information.
Many thanks,

Daniel Storey

1 wish ta register my ¢lub so that we can process our eriminal record checks online.
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1. THE CLUB REGISTRATION PROCESS conT'D

The CWO should complete the attached
Registration Form and send it by email to
FAchecks@TheFA.com

FA DBS Online Club Registration Form

FACrecs @ Thef A com snd your County FA who wil update their records accordingly.

Chals Ortoih

BILW
;.*‘6'.. |

To register to use The FA D85 Oniine Disclosures service please provide us with the detals requened
betow. This indormation will be vahcated ageina: County FA reccrds. The Clud Wettare oficer [CWO)
will b recporeitie for D verification for the purpote of the DRS application. The email addrest &
requred 10 access the oniine service. If the CWO or emall aodress change please ensure you contact

Fata-r

s recorded by County TA |

Adaress Uine 1

Adreut Line )

Town

County

'

Chath Wellare Officee

CWO name

Email addecns
(used for all Dature

5
]

From: FAChecks@TherA.com
o CWD / email engquares
Subject: FA DBS Ondiae Club Regstration

Thank you for enguiring about The FA DBS Check Online Disclosures application process. To register
to use this service please complete the attached Club Registration Form and resurn by emall to
FACheda@Thel Acom.

Once this is recesved and the information validated against County FA records, acoess to the Online
Disclosures seavice will be granted. You will receive two emails. One will confinm your persanal
login details needed to activate your account as a verifier, The other will provide all the information
you reguire to check your club members,

Once the account & activated your chub membdars can commence the application process. Applicant
guigance ts provided and this must be presentad to each club member requiring a chack,

These details are unique to your dub registration and should be retained for future reference.,

Please Note: To use this service Club Wetfare Officar (CWO) neads to have an ocoepted DAs, and
have completed the Weilfare Officer Workshog [you will firk! this on the Online Safeguarding Service
accussed via your CFA Member’s Serpces).

If you are & OWO requiring a DES, follow the same process and submit your application online. You
Wil need to have your 1D ventiad by a County FA Vesifiar, A County FA Verthier kst will be detailed
on the summary page of your online spplication. Once your DBS has been occepled, contact us and
we will st you U &5 your club verifier,

Who needs ¢ DBS Cnhanced Disclosare?
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1. THE CLUB REGISTRATION PROCESS conT'D

The FA DBS team will add your club to the
online system.

The CWO will receive an email which contains
two attachments:

1. Guidance notes for the CWO
2. Guidance notes for the applicant

The guidance notes for the applicant provide
them with the information to start the DBS
application the process.
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1. THE CLUB REGISTRATION PROCESS conT'D

The CWO will also receive an email to
confirm that they have been added to
OnlineDisclosures as a verifier.

This will contain an Organisation Pin unique
to the club, confirmation of their email
address (which should be used as the
username) and a link to OnlineDisclosures.

The CWO should click the link in the email.

They will be asked to create a password. This
isunique to them and should not be shared.
Thisis needed to access OnlineDisclosures in
the future.

From: OnlineDisclosures System <OnlineDisclosures@ghgplc.com>

Senlt: 30 Oclober 2018 08:48

To: Daniel Storey

Subject: New Verifier Account Activation

This is an automatically generated message. DO NOT REPLY TO THIS EMAIL.
Dear Daniel Sturey

You are now reglstered as a Verifler for Test FC.

1o activate your OnlineDisclosures account and create a password, please click on the link below:

3d&UserKay=c6cmyyl7kOYgLOKNNMEYEQ 1HT |8mkQxPeDRHIV%2bAMFs%3d

Your sign in details are:
Organisation PIN: 123456

Cmail address: scarlett.tasker@demo.com




2. THE APPLICANT REGISTRATION PROCESS

The Club Welfare Officer (CWO) is
responsible for providing the applicant with
the Online Applicant Guidance

This document is provided in the registration
email sent to the CWO.

Itis important that all applications are
commenced in this way and that the CWO
provides the applicant with the full Applicant
Guidance notes, including the Organisation
PIN and Secret Word.

This is because the guidance notes contains
important information that the FA has a
responsibility to provide to every applicant.

The full applicant guidance notes are
attached on the 2nd Registration email.

GBG

T

FA DBS Check
Online Applicant Guidance

How do 1 get sterted?

Go 10 www e colingdincionures co.uk select REGISTER on the right hand side of the sign in screen and enter
the information requested, Including:

Ovg PNy
Socrgt word

Org name:!

Once registered, you will be directed to complete the application. You can save your application at any
tiene, To log back into your spplication, sign In uiing the above organitation PIN, yout amail address and
password you created as part of the registration process, You will be asked for your Natienal Insurance,
Passport and Driving Licence numnbers so please ensure you have this information ready.

Plesse ensure you provide your FAN in the Personal Reference Numbaer field provided (i kncwn).

Once completed and submitted you are required to provide proof of identity to your Club Welfare Officer
(CWO) ins support of your application. All Identity Documents (1D) must be original, photocopies are not
scceptable. The list of acceptable 10 and an 1D selection tool form part of the online application

Whist happens next?

The Club Welfare Officer (CWO) will verify your 1D against the details you have supplied and, i correct,
subenit the application to The FA DBS, The application will be validated before progressing to the
Disclosure and Barring Service (DES) for further peocessing. Upon campletion, the DS will sue you
with a copy of the D8BS Disclosure. The FA DBS will update thelr records and forward the Disclosure result
to The FA,




2. THE APPLICANT REGISTRATION PROCESS conT'D

In the Online Applicant Guidance, the
applicantis instructed to go to gbhg.
onlinedisclosures.co.uk and click ‘Register’.
The applicant should enter the relevant
details as requested and click ‘Next Step'.

They applicant is required to create

a password unique to them and click
‘Complete Registration’. They will then
start the application process. To access
OnlineDisclosures in the future they should
SignIn.

GBG OnlineDisclosures

Sign In

Orgaritation pis

fmadl acdress

Poiswond

Need to Register?
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Notices

Application Help
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3. THE APPLICANT PROCESS:

The applicant should go to
gbg.onlinedisclosures.co.uk

enter their details as requested and
click ‘Sign In”.

The email address must be the email
given when they registered.

When completing the application form,
help text is displayed on screen throughout
the application process.

Additionally there are extensive guidance
notes providing step-by-step instruction on
all sections of the application form process.
These can be found on the homepage under
guidance notes.

Default payment settings and verification
options are set according to the
Organisations requirements.

GBG OnlineDisclosures

Sign In

Organisation pin

Email address

Password

Please enter your password
Y ¥

Sign in

Forgotten sign in detgils?
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3. THE APPLICANT PROCESS:

BEFORE YOU BEGIN...

Read the Statement of Fair Processing and
click ‘Proceed with application’ at the bottom
of the page.

If the applicant has any of the documents
listed it is mandatory that they supply the
information relating to them.

Before you Begin

This application process should only take around 4.5 minutes to complete. You can save
your progress and return at any time to complete the application.

What you will need
If you have any of the following then you will be asked to provide detalls:

= National Insurance number
s Valid Driving licence
= Valid passport

s Valid national ID card

Begin application

Statement of Fair Processing

Please confirm below that you agree to the following statement of falr
processing

ASoiamand 1or STANGAIE and Enhanced (Rhecks 2r2 profedias by Ducioture ang
Barring Service (D8%)

By 3200INg the Wabiine Ing Droviding vour DECTONN DETINL, vOU BITeR 10 MCeDt ang
be bound by the Privacy Poticy wiich explaing how GBG srocestes vour data for the
purpeses of oRtaining your Distiosure from D83, the key terms of which gre non-
QENIUITVEY SUMMATiSeS in This sTatement of far processing

Daza z2an only be ameased Oy TRe SPEICING UTIAG TRE B3l 33ar25S ANG PI3IWASD
SUDORET AL registration. TRerefore, It 13 IMDOrAnt It yOU REEp T3 NASIMaTION in 3 secure
place

By tiching the Two Boxes befow, 2001CaNTS Using TS service for The purpase of 2otaiming @
Dacosure from DBS. confirm that

171 am agohyng 157 3 DES STINGMS 200 EANINCEd CRack. | have read the
Stuansard/Ennarcea Cnect Privacy Policy for
BSOS DRSS Q% WA/ SOV MMEnt /ORI aTIONL/SRE- SENVIS-ROUDRE 3031

understand how DBS will process my persona’ dasa and the ceticns svallable 5o me
for .0MuTENg 3N J00HKITEN

Consent to obtain e-Bulk Standard/Enbanced Check electronic
result

| congend 10 the DBS providing an electronic resull directly 1o the registered body
that has submitied my SopSCation. | understand that an Slectrons result Contains 3
message hat nGates eTher Ihe CerTiCale & Blank Or 10 pwdit CorTfCate wisdh will
Indcate that my certificate containg crimingl record Inflormation In some Cases the
regisnered Dody may provide this Information dicectly 10 my empidyer Pror 10 you
receiving e certificate

Proceed with sppdication




3. THE APPLICANT PROCESS:
COMPLETING THE APPLICATION FORM

The applicant is required to enter their personal ¢
e Middle names;

e Any previous or additional names;

o Afive-year address history;

o Birthplace details;

o Passport number (if they have one);

e Driving Licence number
(if they have one);

s National Insurance number.
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3. THE APPLICANT PROCESS:
VERIFICATION DOCUMENTS

The applicant is required to choose the
Identity Documents (ID) that they wish
to have verified.

Please note: Certain documents are time-
sensitive. The details of these are givenin
the application.

When sufficient ID has been selected,

the red bar at the top will change to green.
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3. THE APPLICANT PROCESS:

DBS DETAILS

DBS profile number

If the applicant has completed an application
for a DBS check in the past then they may
have a DBS profile number. If they are unsure,
they can contact the DBS directly or answer
No to this question.

Paper certificate?

The applicant has the option to select if
they would like to receive a paper certificate
and where they want this paper certificate
to be sent.

If the applicant chooses to receive a paper
certificate they must specify the address
they want the certificate to be sent to. This
can be their current address or another of
their choosing.

Alternatively the applicant can select to only
receive an online certificate. If this option

is selected, itis NOT possible to print the
certificate.

GBG OnlineDisclosures
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3. THE APPLICANT PROCESS:
CONFIRMATION OF SUBMISSION

Once the application has been submitted for
verification, confirmation of the chosen ID
will be shown.

Alist of people within the club, county or FA,
who are able to verify documents will also be
listed. A verification meeting between the
CWO and applicant must now be arranged.

Should the applicant need to provide
alternative ID the verifier can amend the
selection during the verification process.

Your application has been submitted for verification

What you need to bring

¥ yow oe soguived %0 pary Kor your sopication, plesne Like your red el cord 10 yorr we i ater
mweting. You wil ahe D required 20 eater you pessvord whaen startng the ver fication grooems.
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What happens next?
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4. THE VERIFICATION PROCESS

When the CWO Signs In to OnlineDisclosures,
they will automatically land on the Awaiting
Verification tab.

The CWO should locate the relevant
applicant by using the search fields and
single click on the applicants name. This
starts the verification process.

The CWO should check the Current
Nationality and ensure it is correct for that
applicant. If incorrect, the CWO must update
it to the correct nationality.

If the wrong Position has been selected by
the applicant, this can be amend by clicking
the ‘Edit’ button.

G880 OnlineDisclosures
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4. THE VERIFICATION PROCESS:
ENTERING THE ID INFORMATION

The CWO should confirm if the applicant has
supplied the ID documents listed. If not, then
they can select the relevant ID on behalf of
the applicant.

If Yes, the CWO should enter the ID details
requested relevant to that particular ID and
click the ‘Accept’ button.

Important: The CWO must check that the
personal details provided by the applicant as
displayed on the screen match the details on
the ID provided by the applicant.

If the applicant requires Route 2 External
Verification please select the ‘Route 2’
tile below.

If discrepancies are found, the application
should be rejected (see next page).
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4. THE VERIFICATION PROCESS:
REJECTING AN APPLICATION

If at any point the CWO spots a mistake in the

applicants personal details displayed on the
screen during verification, the application £ Back 1o spplieations WIS

should be rejected for personal details

incorrect.

This will return the application to the @ @

applicant. The applicant will need to Sign

In to their account, rectify the mistake and GBG OnlineDiSdOSU res Identity Documents Document Confirmation D35 Check Details Verification Confirmation

submit the application again. ko

If the ID provided does not correspond to the
applicants personal details, is out of date or

is not an accepted document, the application ) A
should be rejected for insufficient/incorrect Withdraw application Reject application

ID provided.

The CWO should click ‘Reject application’,
select the appropriate reason, enter the
details in the notes and click ‘Reject’.

Are you sure you wish to reject this application?

Reason
Personal Details Incorrect XJ
Notes




4. THE VERIFICATION PROCESS:
DOCUMENT CONFIRMATION

A summary of the verified ID and the specific '
document details will be shown. € Back1o applications _“"‘"""""""' eSS SO
Check the document details again to ensure
that the information for each has been

entered correctly. @ @

Tick all three boxes to confirm the verified ID

. . : 2 identity Dotument Identity Document D8S Check Detalls Verficatien Confirmation
meets the specified requirements. GBG OnlineDisclosures Uerilicotion Conlonnettan

Click Proceed to Step 3

If the details are incorrect, click ‘Back to Step 1'. Identlty Document Confirmation

Re-enter the information correctly or follow
instructions for ‘Selecting documents for

Verification’ Birth Cartificate (UK or Channel Bank/Building Society Opening Credit Card Statement (UK or EAA)
erification’.
islands) Confirmation Letter (UK or EEA) Data of lsve: 11/11/2018
Date of isswe: 03/09/196 Date of lssue 13/13/2018
Date of Birth: 01/09/1946

Please confirm the following:
(| At least one of the documents selected containg a current address
| At least one of the documents selected containg a date of birth

| Documentary evidence was provided for all name changes where available




5. ROUTE 2 EXTERNAL VERIFICATION

If the applicant requires Route 2 External
verification an ID Check is required. The CWO
should request the applicant’s consent to
undertake the external ID verification check
prior to proceeding.

The Aopiianr has indicored thet they
20 unohle 10 provide ony Roure {
idereity docmertation As eqloingd
1o the apptiant, priov 65 them
rompleting the application, ia

the Privacy Poiicy, 1o the's stwation We
will aba verlfy their identity by
shavit'ng the perwsnal doto sepplied
2300t the Jetats Aeks cbout there on
ather databores which We hove accens
ta such ax those hela by credit
reference agerxies [CRAS) e.4.,

foufex

In sefectirg ot’ bedow you confirm
hat Phe Appicent i awere that thy
addfriorst chece wi now be made,
Inowing that Cnaeclieg detalls aith
CRA's (s purely for the purpose of an
derelty chech This is o soft socrch and
it et & crodit ehech; Lolimed soft
pearches con Se mode without hovng
ey impact on the Applcant’s crede
TODOT OF sCove.

\nformaciov. on how EQajar uses oo

shaves personal dota can be found ot

the follewing

adcvess: Inosweonaculaccoubiinn e

1D Check consent Does the applicant consert 50 an external 10 veribcation check

If the applicant doesn't consent to an
external ID check the CWO should ask the
applicant which of the three options they
would select on screen.
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5. ROUTE 2 EXTERNAL VERIFICATION:
ENTERING ID INFORMATION

The CWO should review all verified ID and
tick all three boxes to confirm they meet
the specified requirements. If any details
happen to be incorrect, click ‘Back to Step 1’
to amend.

To Reject an application please select the
‘Reject Application’ tile below.

As per the standard verification process, the
CWO should enter the ID details requested
relevant to that particular ID and click the
‘Accept’ button.

& Bad s saten s

f \
.k l/': -
GBG OnlineDisclosures e S e desmny e e
Miss Shenol Hoines
Plesse Verily the Following 3 Docurnentsy Name Detaity
Y, . y ) o =3 Vs o

Bt Dilding Jlocery Coening Lovtemercr Lot |0 (LA,

Bank /Bullding Soclety Opening Corfrmation Letter (LK :__: e
or [EA)
vt e Bisth Details
NIk . . ke

Parryt PaclU ' Bhd g Fmmty Dywerng Lot e Lathee

(U8 w104

L I

Thn sepdnact hot oot samafind s b of D
Current Address & Comtact Detaln
100 g S2wer
WYV
AV .

AALY -

S TN )

GBG OnkneDisclosures

S Cortthcate [UK or Channe!
aram|

Jen s @ 1K

P~ ~
I ' 4 \
3
,J r \ & J
~ )
e oat, T et $eatty D - @1 Onech Dunad A e (g b -

oA g [ e o)

Identity Document Confirmation

Bami/Buiding Locety Ooering Crodtt Cord Saatemmant (UK or LAR)
Condrmarion Lemes [UK or LIA) S 1 11eta
Dwe of b E1/2L0038

Fesse cortrw thg lowing

& N et e o B Senane - 8o 4w wed ol

2 N et we ol Ve errne i b cliane & Avbe oF bt

] (o v ban e el be o e - ) - [ o bl

m g




5. ROUTE 2 EXTERNAL VERIFICATION:
ID CHECK RESULY

If the ID Check shows a Pass result the CWO
should clink Proceed to step 3.

If the ID Check shows a Fail result the
CWO should choose one of the three
options shown.
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5. ROUTE 2 EXTERNAL VERIFICATION:

DBS CHECK DETAILS

The CWO should select the position that
best describes the applicant’s role from the
dropdown list.

The CWO should not need to change default
settings as this has been set against each role.

If appropriate, the applicant’s volunteer
status can be changed by clicking ‘Edit’".

The CWO should then click to proceed to
step 4 and submit the application.
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6. THE PAYMENT PROCESS

A payment must be made for the application
before the FA DBS team can processes it
any further.

Depending on your club’s requirements your
account will be set up so either the applicant
OR the clubis responsible for payment.

If the club is responsible, it is possible to pay
for each application following verification
or make a bulk payment for several
applications. All application paid forin

bulk must have the same Organisation PIN
(contact us to have bulk payment set as a
default setting).

Please note: You do not need a PayPal
account to make a payment online, once you
have clicked into PayPal, payment can made
by credit/debit card.




6. THE PAYMENT PROCESS:
SELECTING APPLICATIONS FOR BULK PAYMENT

Click the Payments tab. Click Pay for these Applications.

Tick the box alongside the application(s) you Enter the billing details. Click Purchase. OnhneDISCIOSUFeS

SRS PELCD Please note: You do not need a PayPal

If you wish to make a bulk payment, please account to make a payment. Payment can
be aware bulk payment can only be used for made by credit/debit card. This will be
.. N S0ling details
applications under the same Organisation processed through PayPal.
Pin and where bulk payment has been set. R
Last Nare
GBG OnlineDisclosures St
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6. THE PAYMENT PROCESS:
MAKING A BULK PAYMENT

If you have a PayPal account, check the email
is the email used for logging in to PayPal.

If not change it and enter your PayPal Choose a way to pay

Password.
Follow the instructions provided by PayPal. F =
If you cannot remember your PayPal account . Pa? with Yy F'.;!'-Pal account FFﬂll -
details, click ‘Forgotten your email address Log m 1o your actounl 10 compsele he parchass
or Password?’.
If you do not have a PayPal account, click Ernad
‘Pay with a credit or debit card’. -
lestvenfienZoutiook com

PayPal passwnrd

L This i a privale computer What's ha?

Login |

Forgotien your email address or password?

Pay with a debit or credit card

(Optional) Sign up to PayPal to make your next checkout faster

Cancel and reban 1o GE Group's Test Sore




7. WHAT HAPPENS NEXT?

In order for a CWO to keep track of the status
of DBS Checks for their club, they must use
their club’s Whole Game system

portal webpage.

This can be accessed through your local
County FA's website or here:

https://wholegame.TheFA.com

PLAYERS COACHES REFEREES VOLUNTEERS CUPS & COMPETITIONS

AFFILIATION TOURNAMENT SANCTIONS COUNTYLEAGUES SETTINGUPACLUB CHARTERSTANDARD PLAYERS &1

WHOLE GAME SYSTEM

From 2016 onwards, Full- Time has also been working in conjunction with the FA's Whole Game System,
allowing leagues to have access to team and player data, suspensions and fixtures, using live information
provided by clubs and leagues This remaoves the duphcation of data and reduces the workload lor
volunteers - clubs and leagues need only provide information in one place, and it will be shared between
both systems

CLICK HERE ‘



https://wholegame.TheFA.com

7. WHAT HAPPENS NEXT? conT'D

From the Whole Game System link, login

using your FA-known email/FAN (unique FA “3 WHOLE GAME
-y

Number) and password.

First-time users can create a FAN by clicking
the on page links.

You can also reset or retrieve your password.

Short video guidance can be accessed by Welcome to Whole Game Sgstem
going to the ‘Help’ tab indicated.

cdB3H Q33N

Email  FAN 1D:

Password:

A

Logn Resel/ Retreve Pasvword

If you are aready a FA regetersd user pit slanad by logong on with
your xizting emadl addrass of FAN

To create 2 FAN 1D please cick hare




7. WHAT HAPPENS NEXT? conT'D

Once logged in, click on the Safeguarding tab SR
. . £ DAV WOODENE | 10GOUT

on the left to view the Safeguarding status of

club coaches and officials within your club.

You can see: individual’s name, FAN, role(s) Al . et R e @
and their DBS status. You can also check -

the issue date and outcome, along with
safeguarding education and other relevant 9, Club Safeguarding
information which can be exported to a PDF.
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8. FURTHER HELP

For further help on the online DBS process,
please use:

o Help text provided within the
application;

e Guidance notes for both applicant
and Club Welfare Officer.

Email assistance is available by contacting
FAchecks@TheFA.com.

Phone assistance is available on
0845 210 80 80.

Calls charged at UK landline local rate.

GBG

GB Group Plcis the DBS-registered umbrella
body The FA uses to process DBS Checks. The
Online Disclosures application system s a
trademark of GBG.



mailto:FAchecks%40TheFA.com?subject=

The Football Association
Wembley Stadium
London HA9 OWS

T: +44 (0)800 169 1863
F: +44 (0)800 169 1864
W: TheFA.com
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