Jobs

How to complete a DBS check in NHS Jobs user
guide

This guide gives you instructions for how to complete a Disclosure & Barring Service check
in the NHS Jobs service.

From the pre-employment checklist, you'll confirm if the applicant needs a DBS check.

If they do, you'll add their details to complete the check. If they don’t need this check, you'll
select ‘No’ to complete the check.

For NHS Jobs to ESR integration, go to the ‘Process flow diagram’ page.

Author: Training and Support Team Delivered by the NHS Business Services Authority


https://www.gov.uk/government/organisations/disclosure-and-barring-service
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Process flow diagram
This process flow diagram shows the integration between the NHS Jobs service and ESR

system for a DBS check.

Completing pre-employment checks

NHS Jobs Integration

Key

Information sent from NHS Jobs to ESR:

e Righttoworkin UK
e Qualifications
e Disclosure and Barring Service (DBS)

1. Employer checks and adds Information not sent from NHS Jobs to ESR
the applicant’s pre-employment
details. e Health Professionals Alert Notice (HPAN)

e Occupational health

Information not sent from NHS Jobs to ESR
and manual check needed in ESR:

. Identity check

A 4
2. Employer marks 3. NHS Jobs
all the applicant’s transfers the 4. The applicant
pre-employment nformation 7 7 Y| dnipe
checks as to ESR (RS
satisfactory. (1 hour).

5. Employer manually checks the
applicant's identity and updates
their record.
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Pre-employment checks
This page gives you instructions for how to access the applicant’s pre-employment checks.

Important: You must have an applicant who has accepted a conditional job offer and

completed their pre-employment checks.

To access the pre-employment checks, complete the following step:

1. Select the ‘Pre-employment checks’ link.

172N Your feedback will help us to improve this service.
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View checks or withdraw offer
This page gives you instructions for how to view the applicant’s pre-employment checks or
withdraw their offer.

Find the applicant and complete the following step:

1. Select the ‘View checks or withdraw offer’ link.

You're viewing NHS BSA Training

Signed in as NHSBSA Training Sign Out

:13V-N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

NHS BSA Training
Pre-employment checks

Showing tasks for
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Training Example

e p— 11 Mar 2022 BIE View checks or withdraw
AR-210708- — offer

INTERNAL
00007
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You can view the applicant or job title details by selecting the relevant link.
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Conditional offer accepted
This page gives you instructions for how to confirm if you want to complete the applicant’s
pre-employment checks or withdraw their offer.

Important: If you withdraw the applicant’s job offer, the recruitment is ended.

To complete the applicant’s pre-employment checks or withdraw their offer, complete the
following step:

1. Select an answer:
1. Check pre-employment checklist
2. Withdraw offer

2. Select the ‘Continue’ button.

You're viewing NHS BSA Training

Signed in as NHSBSA Training Sign Out

113 1-N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks
The conditional offer has been accepted

by . - - -
Would you like to

O Check pre-employment checklist

O Withdraw offer

Privacy policy Terms and conditions Accessibility Statement Cookies How to create and publish jobs

© Crown copyright

You've reached the end of this user guide if you’'ve withdrawn the applicant’s conditional
offer.

Go to the ‘End a recruitment’ drop down box on the ‘Help and support page for employers’.
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https://www.nhsbsa.nhs.uk/new-nhs-jobs-service/help-and-support-employers

Disclosure and Barring Service (DBS) check
This page gives you instructions for how to complete a DBS check.

To complete a DBS check, complete the following step:

1. Select the ‘Disclosure and Barring Service (DBS) check’ link.

You're viewing NHS BSA Training

Signed in as NHSBSA Training Sign Out

11 3V-Y Your feedback will help us to improve this service.

service updates. Read more about why we are doing_this.

< Go back
Pre-employment checklist for = ... &=

The applicant accepted your conditional job offer.
They now need to give pre-employment information before they can start their new job.

References

References COMPLETED

Identity

Home address COMPLETED
Identity check COMPLETED

Inter Authority Transfer (IAT),

Right to work

Right to work in the UK

Qualifications and registrations

Qualifications COMPLETED
Professional registrations COMPLETED

Background checks

Disclosure and Barring Service (DBS) check
Healthcare Professional Alert Notices (HPANSs)

Occupational health

Health assessment COMPLETED

Go back to your dashboard

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential

Privacy policy Terms and conditions Accessibility Statement Cookies How to create and publish jobs
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What DBS check does the applicant need?
This page gives you instructions for how to confirm if the applicant needs a DBS check.

Important: If a DBS is needed, make sure you select the correct level.
To confirm if a DBS check is needed, complete the following steps:

1. Select an answer:
e ‘DBS level

¢ ‘Not required’
2. Select the ‘Continue’ button.

You're viewing NHS BSA Training

Signed in as NHSBSA Training Sign Out

113 12N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks

What DBS check does - - - need?

Select the level

O Enhanced with barred list

or
O Not required

Privacy policy. Terms and conditions Accessibility Statement Cookie: How to create and publish jobs

© Crown copyright

You've reached the end of this user guide if the applicant doesn’t need a DBS check.
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When did the applicant last have a DBS check?
This page gives you instructions for how to confirm the applicant’s last DBS check date.

Important: This page is only shown if you're adding a DBS.
To add the last DBS check date, complete the following steps:

1. Inthe Day, Month and Year boxes, enter the details.
2. Select the ‘Continue’ button.

You're viewing NHS BSA Training

Signed in as NHSBSA Training Sign Out

113 V2N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks
Whendid « 00 w0 last have a
DBS check?

You'll find this on a copy of the employee's DBS Certificate in their
employment file.

For example, 15 03 2012
Day Month  Year

Privacy policy. Terms and conditions Accessibility Statement Cookies How to create and publish jobs

© Crown copyright

You'll find the date on a copy of the employee’s DBS Certificate in their employment file.
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When was this document received?
This page gives you instructions for how to confirm the document received date.

To add the document received date, complete the following steps:

1. Inthe Day, Month and Year boxes, enter the details.
2. Select the ‘Continue’ button.

You're viewing NHS BSA Training

Signed in as NHSBSA Training Sign Out

13 7.Y Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back
Pre-employment checks

When was this document received?

For example, 15 03 2012
Day Month  Year

Privacy policy. Terms and conditions Accessibility Statement Cookies How to create and publish jobs
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When was this document checked?
This page gives you instructions for how to confirm the document checked date.

To add the document checked date, complete the following steps:

1. Inthe Day, Month and Year boxes, enter the details.
2. Select the ‘Continue’ button.

You're viewing NHS BSA Training

Signed in as NHSBSA Training Sign Out

137N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks
When was this document checked?

For example, 15 03 2012
Day Month  Year

Privacy policy Terms and conditions Accessibility Statement Cookies How to create and publish jobs
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Who checked the DBS status?
This page gives you instructions for how to confirm who checked the DBS status.

To add who checked the DBS status, complete the following steps:

1. Inthe First name box, enter the details.
2. Inthe Last name box, enter the details.
3. Select the ‘Continue’ button.

You're viewing NHS BSA Training

Signed in as NHSBSA Training Sign Out

137N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks

Who checked the DBS status?

First name

Last name

Privacy policy. Terms and conditions Accessibility Statement Cookie: How to create and publish jobs

© Crown copyright

Copyright: © NHS Jobs



Is the DBS check okay?
This page gives you instructions for how to confirm if the DBS check is okay.

To confirm if the DBS check is okay, complete the following steps:

1. Select an answer.
2. Select the ‘Continue’ button.

You're viewing NHS BSA Training

Signed in as NHSBSA Training Sign Out

117N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go hack

Pre-employment checks

Is the DBS check okay?

O Yes
O
or

O Needs further investigation

Privacy policy Terms and conditions Accessibility Statement Cookies How to create and publish jobs
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Add a note about the DBS check?
This page gives you instructions for how to confirm if you want to add a note about the DBS
check.

To confirm if you want to add a note, complete the following steps:

1. Select an answer:
e ‘Yes
e ‘No’
2. Select ‘Save and continue’.

You're viewing NHS BSA Training

Signed in as NHSBSA Training Sign Out

:13V-N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks

Add a note about the DBS check?

Ow Ow

Privacy policy. Terms and conditions Accessibility Statement Cookies How to create and publish jobs
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Add a note
This page gives you instructions for how to add a note about the DBS check.

Important: This page is only shown if you're adding a note.
To add a note, complete the following steps:

1. Inthe Subject box enter the details.
2. In the Details box enter the details.
3. Select ‘Save and continue’.

You're viewing NHS BSA Training

Signed in as NHSBSA Training Sign Out

137N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks

Add a note

Subject

Detail

Privacy policy. Terms and conditions Accessibility Statement Cookies How to create and publish jobs
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Add another note about the DBS check?
This page gives you instructions for how to confirm if you want to add another note about the
DBS check.

To confirm if you want to add another note, complete the following steps:

1. Select an answer.
e ‘Yes
e ‘No’
2. Select ‘Save and continue’.

You're viewing NHS BSA Training

Signed in as NHSBSA Training Sign Out

:13 1N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks

Add another note about the DBS check?

O Yes O No
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Check the DBS details
This page gives you instructions for how to check the DBS details.

Read the information on the page and complete the following steps:

1. Select an answer.
e ‘Yes
e ‘NoO’
2. Select ‘Save and continue’.

You're viewing NHS BSA Training

Signed in as NHSBSA Training Sign Out

:13V-N Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back

Pre-employment checks
Disclosure and Barring Service (DBS)

check
Date received 04 November 2021
Date checked 04 November 2021
Checked by Joe Bloggs
DBS check status Yes
DBS check level Basic
Date last completed 03 December 2010
DBS DBS check complete

Edit this information?

Ove o
==

Privacy policy. Terms and conditions Accessibility Statement Cookies How to create and publish jobs

© Crown copyright

Copyright: © NHS Jobs



Check DBS in NHS Jobs
This page shows confirmation you've completed the applicant’'s DBS check in NHS Jobs.

1. Inthis example, the DBS check status is ‘COMPLETED'.

You're viewing NHS BSA Training  Change

Signed in as Liam M1 Sign Out

1113 1:Y Your feedback will help us to improve this service.

The new NHS Jobs website will be unavailable every Thursday from 7am to 8am while we make essential
service updates. Read more about why we are doing_this.

< Go back
Pre-employment checklist for Liam MA

The applicant accepted your conditional job offer.
They now need to give pre-employment information before they can start their new job.

References
References IN PROGRESS
Identity
Home address COMPLETED
Identity check COMPLETED
Inter Authority Transfer (LAT) COMPLETED

Right to work

Right to work in the UK COMPLETED

Qualifications and registrations

Qualifications COMPLETED
Professional registrations COMPLETED

Background checks

Disclosure and Barring Service (DBS) check

You've reached the end of this user guide as you’ve completed the applicant’s DBS check in
NHS Jobs.

For users of NHS Jobs and ESR go to the ‘Check DBS in ESR’ page.
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Check DBS in ESR
This page gives you instructions for how to check the applicant’'s DBS details in ESR.

Important: The applicant’'s DBS details are found in the Applicant record within the ‘Extra
Person Information’ section of ESR. This can be checked by your HR team with the required
ESR roles and permissions.

1. The applicant’s DBS details are shown.

|£| Oracle Applications - TPLY - ESR Release 50.1.0.0B + LOC V2.14

File Edit View Folder Tools Window Help
HYPO 288D R DR LB Y5 B8 al ?
2
Name
Last E Type of DBS Disclosure |[SiENIE ‘"A"Enhanced
First Date DBS Form Sent to Person |10-JAN-2021
Type
Fi f No (1 4!
tle Administrator Actions Approvals PHS B 1000034543450
Prefix l DBS Checklist DBS Administrator 1 |Admin23, Mr. Anthony
S.uﬁx Development Support DBS Requested by VPD |504 504 ESR Training
Middle EU Status Cert of Good Standing Received From
Employment Checklist Details Date DBS Form Returned |23-JAN-2021
[ Personal | Flexible Working ID Documents Verified |Route 1
% lllegal Working Checklist DBS Form Correct |Yes
i
s Job Plans - Medical and Dental DBS Administrator 2
R Job Plans - Other Staff Groups Date DBS/CoGS Requested
egion
Country ] Date DBS/CoGS Received
Details DBS Disclosure Issue Date
] | Enhanced|10-JAN-2021|100003454345B|Admi
Effective Dal DBS Website Check |13-JAN-2021
From 01 DBS Website Match |Yes
DBS Unique Number |667783762
Addres DBS Check Outcome [Post To Be Offered
Childrens Barred List Check Requested |Yes
Adults Barred List Check Requested |No

AdultsFirst Requested
AdultsFirst Received
Permission to Check DBS Status |Yes

E-Rec Vacancy Ref 504-Matron08 Modern Matron

4 | >

Cancel | Clear | Help |

You've reached the end of this user guide as you’ve completed the applicant’s DBS check in
ESR.
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