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Completing the PACT-HR DBS Online Application Form 
 

Once an application has been set-up by the organisation that are conducting the 
DBS check, you as an applicant will automatically receive an automated email 
containing your login details and a link to the employment check website to enable 
you to complete your online application. 
 
Logging in takes you directly to the online application form as shown below: 
 

 
 

A Frequently Asked Questions (FAQ) guidance page is also available via the menu 
on the left hand side of the window. 

  

BLOGGS 

JOE 
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Your full name as well as your employment details will already be entered. If these 
details are incorrect, you should contact your Administrator, using the link in the 
“Details of position for which disclosure is being requested” section. 
 
You (the applicant) should then proceed with completing the fields on the 
application. Mandatory fields are denoted with an asterisk. Holding your mouse over 

the tool tip ( ) icon will provide additional detail as to the information required. 
 
All of the key fields on the online application form are validated to prevent invalid 
data entry.  Some common errors include selecting Mrs as a title and not entering a 
previous surname or not including the town/city of birth. The system will not allow 
progression on to the next stage of the application form if you have not completed a 
compulsory field on the form.  
Below are two examples of error message pop-ups to alert applicants of an error: 
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For ease of completion, the application form is split over four pages. Each 
completed page is saved, allowing applicants to complete the form in stages if 
required. 
 
If you have not submitted the required five-year continuous address history then you 
will not be able to proceed through the application until you have added this. 
Overlaps are permitted, however the system will pick up any gaps in address 
history, as illustrated below: 
 
 

 
 

 
 

Once five years continuous address history has been provided, you have the option 
to add additional addresses used in this period (e.g. student addresses) or to 
progress onto the next stage of the application. 
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If you make a mistake you (the applicant) are able to edit and delete addresses as 
well as navigate to previous page(s) of the application form. 
 
After entering your address history, you will then be prompted to enter the details of 
any previous surnames or forenames as shown below: 
 

 
 

Once you have entered any previous names this will preview below the entry fields. 
If you do not have any previous names you will be able to progress through to the 
last stage of the application. 
 
Once this has been completed, the final page of the application form allows you to 
preview all of the information that you have entered.  If your notice there is an error 
on the form you can navigate back to the screen with the incorrect information and 
amend it.  
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You (the applicant) must then indicate whether you have had any convictions, 
cautions or warnings which would not be filtered and confirm your acquiescence of 
the “Declaration by Applicant” otherwise you will not be able to submit the 
application. 
 

Once submitted all applicants will receive an onscreen confirmation (see below) and 
email. 
 
   

 

 

 

 

 

 

 

 

 
If you (the applicant) fail to submit your form an automated reminder email will be 
sent to yourself every 7 days by the PACT-HR DBS Online Team, with a notification 
also sent to the ID Verifier.  
 
 
 
 

MR JOE BLOGGS 
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Once you have submitted your application form, you should arrange to produce 
your identity documents to the organisation requesting this check, in order that the 
DBS check process can be completed. 
 
You can find the list of acceptable documents using this link: 
https://www.gov.uk/disclosure-barring-service-check/documents-the-applicant-must-
provide- 
 
The verifier will be checking to your documents to confirm your full name, date of 
birth and current address.  Please ensure that at least one of your documents is 
from group 2B to confirm your address (a driving licence is not a trusted document 
for evidence of current address). 
 
If at all possible one of the documents should have your photograph on. 
 

 
If there is any reason as to why there is a delay in the completion of the 

application form, or providing evidence of identity documents for inspection, 
please inform the PACT-HR DBS Online Team on 01274 436644 so we can 

place the DBS application on hold to prevent the email reminders, until you 
are able to complete the application. 

 


