
  

Author: NHS Jobs Training and Support Team 

How to complete Disclosure and Baring Service 

user guide 
This guide gives instructions for how to complete the applicant’s Disclosure and Barring 

Service (DBS) checks in NHS Jobs. This check is part of the pre-employment checklist.  

 

You will check their DBS using a document or a combination of documents to confirm it.   

 

Once you have reviewed the DBS, you will update the NHS Jobs service to successfully 

complete the check.  

  

https://www.gov.uk/government/organisations/disclosure-and-barring-service/about
https://www.gov.uk/government/organisations/disclosure-and-barring-service/about
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Applicants you’ve offered the job to 

This page gives instructions for how to start the pre-employment checks for the applicants 

you have offered the job to. 

1. Select the ‘Applicant name’ link. 
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Check pre-employment checklist 

This page gives instructions for how to progress with the applicant’s job offer. 

1. Select ‘Check pre-employment checklist’. 

2. Select ‘Continue’. 
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Disclosure and Barring Service (DBS) check 

This page gives instructions for how to add an applicants’ DBS check. 

1. Select the ‘Disclosure and Barring Service (DBS) check’ link. 
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What DBS check does the applicant need? 

This page gives instructions for how to choose if the applicant needs a DBS check and the 

level they need. 

1. Select an answer. 

2. Select ‘Continue’. 
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When did the applicant last have a DBS check? 

This page gives instructions for how to add when did the applicant last have a DBS check. 

1. Enter the last checked date. 

2. Select ‘Continue’. 
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When was this document received? 

This page gives instructions for how to add the document received date. 

1. Enter the received date. 

2. Select ‘Continue’. 
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When was this document checked? 

This page gives instructions for how to add the document checked date. 

1. Enter the checked date. 

2. Select ‘Continue’. 
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Who checked the DBS? 

This page gives instructions for how to confirm who checked the DBS. 

1. Enter the details. 

2. Select ‘Continue’. 
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Is the DBS check okay? 

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

1. Select an answer. 

2. Select ‘Continue’. 
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Add a note about the DBS check? 

This page gives instructions for how to confirm if you want to add a note about the DBS 

check. 

1. Select an answer: 

• ‘Yes’ 

• ‘No’ 

2. Select ‘Save and continue’. 
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Add a note 

This page gives instructions for how to add a note about the DBS. 

1. Enter the details. 

2. Select ‘Save and continue’. 
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Add another note about the DBS check? 

This page gives instructions for how to confirm if you want to add another note about the 

DBS check. 

1. Select an answer. 

• ‘Yes’ 

• ‘No’ 

2. Select ‘Save and continue’. 
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Check Disclosure and Baring Service (DBS) status 

This page gives instructions for how to check the Disclosure and Barring Service (DBS) 

status. 

The status ‘COMPLETED’ means the check is complete.  

Go back to ‘Disclosure and Barring Service (DBS)’ if the checks are ‘IN PROGRESS’ or 

‘REJECTED’. 

 

You have reached the end of how to complete a Disclosure and Baring Service check in 

NHS Jobs user guide. 


