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Disclosure Services
Organisation Registration – Online Applications
Please complete this form if you wish to register with Walsall Council’s Disclosure Service to process DBS disclosures through our online disclosure system (e-Bulk).

Please visit www.homeoffice.gov.uk/publications/crime/disclosure-and-barring or www.walsall.gov.uk/business/disclosure-and-barring-services-dbs to check that the positions within your organisation meet the eligibility rules effective from 10 September 2012 prior to proceeding with this registration form.
Before we agree to process DBS applications for your organisation, we will need to ensure that the positions that you require a DBS for, are eligible.

If you have any questions regarding use of the service or the registration process, please contact the DBS Team on telephone 01922 655666 or by e-mail to DBS@walsall.gov.uk
Completed forms should be returned via email.
	Organisation Details

	Organisation Name
	
	     

	
	
	

	Address
	
	     

	
	
	

	Town City
	
	     

	
	
	

	Postal Code
	
	     

	
	
	

	Telephone Number
	
	     

	
	
	

	Primary E-mail Address *
	
	     

	
	
	

	Previous DBS Provider
	
	     


* This e-mail address will be used for e-mails that are automatically sent when a disclosure result is received from the DBS.
If you have standard position titles in your organisation, please list these below, to confirm how they are eligible for a check and at what level.

Tell us more about your organisation and how the positions in your organisation are eligible for a Children’s, Adults or both barred list check and what regulated activity do they undertake.
	     



	Primary Applicant Manager Details


The Primary Applicant Manager should be the main contact at the organisation in respect of disclosures. This user will have access to verify identification, submit completed forms for processing, track applications and view results for completed disclosures.
	Title
	     

	
	

	Forename
	     

	
	

	Surname
	     

	
	

	Position within Organisation
	     

	
	

	E-mail Address
	     

	
	

	Telephone Number
	     


	Identification Checkers Details


In additional to the Primary Applicant Manager, your organisation is able to have Identification Checkers. These ID checkers will only have access to verify identification. 
First Identification Checker
	Title
	     
	Forename
	     
	Surname
	     

	
	
	
	
	
	

	Position within Organisation
	     

	
	

	E-mail Address
	     

	
	

	Telephone Number
	     


Second Identification Checker

	Title
	     
	Forename
	     
	Surname
	     

	
	
	
	
	
	

	Position within Organisation
	     

	
	

	E-mail Address
	     

	
	

	Telephone Number
	     


If you require any additional users as Identification Checkers, please continue on a separate sheet with the information above.
	What Happens Next?


· Your organisation, and all users will be set up in e-Bulk and we will issue guidance notes on system use.  
· Each user will receive a ‘welcome e-mail’ which will contain the website address for the online disclosure system, their own personal username and password and the organisation reference and password to be used by applicants to complete disclosure applications.
· You will be sent the information regarding disclosure and administration fees and how payment is made.
	Declaration 


To be completed by the Primary Applicant Manager detailed above.
As the primary applicant manager for the organisation, I agree:

· To devise policy on the employment of ex-offenders *.
· To comply with the DSB Code of Practice *.
· To comply with the guidelines on the ‘secure storage, handling, use, retention and disposal of disclosures and disclosure information’*. 
· To notify the DBS Team when individuals granted access to the system leave the organisation so that their access to the system can be removed. 

· To notify of changes to organisation address and telephone details.
* These documents can be located on our website at 
www.walsall.gov.uk/business/disclosure-and-barring-services-dbs
	Name
	     

	
	

	Position within Organisation
	     

	
	

	Signature
	     
	Date
	     





_____________________________________________________________________________________________________________________

PROUD OF OUR PAST OUR PRESENT AND FOR OUR FUTURE

