
How do I request a DBS form?

 This guide will show you how to request a 
DBS form
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How do I request a DBS form?

 You will be required to complete a form in the first instance so we can assess your 
eligibility to understand if a DBS check is required for your role. To understand 
more regarding eligibility, check our website here. If you are eligible, we will then 
send a paper form in the post. If you are on the DBS Update Service, you can send 
us your Update Service ID information. Please contact licences@bwsf.co.uk
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https://www.bwsw.org.uk/aboutthesport/safeguarding/dbs/


How do I request a DBS form?
You will firstly need to sign in to your 
membership profile. From the BWSW 
website, click on the ‘login’ button

BWSW JustGo Membership Platform

You will then be taken to the 
membership platform login page. Log 
in to view your membership profile



How do I request a DBS form?
 Important note: The DBS charge a fee of £49.50 to paid employees for 
Enhanced DBS Checks. If you are applying as a paid employee, you will be 
asked to make payment and upload the receipt as part of this form. 
Please make payment prior to completing the form otherwise you will 
need to start the form request process again. If you need to make 
payment, please proceed to page 12 and once complete, return to this 
page for further steps
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How do I request a DBS form?

 Once logged in, click on ‘credentials’. Here you will see 
a list of current credentials that you have, along with 
the status of those credentials. Only a limited number 
of credentials can be added by yourself, and in most 
cases, these will need approval
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How do I request a DBS form?

 To access and complete the DBS request form, click on 
the ‘Add Credentials’ button
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How do I request a DBS form?

 This will open a panel on the right-hand side. Click on 
‘DBS Request Form’ 
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How do I request a DBS form?
 The form will then be shown for you to complete. The start and expiry 
date cannot be amended. As this is just a request, the platform will use 
these dates as a prompt to send you a reminder to start this request 
process to renew your DBS again in 3 years as per the renewal terms. 
Complete all fields and then agree to the statement at the bottom of the 
form
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How do I request a DBS form?
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 Once all fields have been completed, 
click on the ‘Save’ button shown at the 
top right-hand side of the form



How do I request a DBS form?
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 If any fields have not been completed, 
you will receive a prompt. Once you 
click on ‘Ok’, the missing fields that 
require completion will be highlighted 



How do I request a DBS form?
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If you have selected the ‘Paid 
Employee’ box, you will be prompted 
to upload an invoice/receipt of the 
payment. If no payment is required, 
continue to page 18 now



How do I request a DBS form?
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To pay the DBS fee, click on the ‘Shop’ 
tab from the top blue bar and select 
the ‘DBS Fee – Paid Employee’ box
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You will then see some brief 
information regarding the fee, click on 
‘Add’ to proceed



How do I request a DBS form?
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The platform will ask you to select the individual you are paying the 
fee for by using the ‘+’ icon. If you are on a family membership, other 
family members will be shown here which is why the platform takes 
you through this step



How do I request a DBS form?
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Once you have made your selection, you can either ‘Proceed to 
checkout’ to continue with the payment, or ‘Add & Continue’. If 
you have chosen ‘Add & Continue’, you will be returned to the DBS 
payment screen. You can access and proceed to make payment of 
the DBS Fee item from your basket at any point, by selecting the 
cart icon



How do I request a DBS form?
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If you chose the ‘Proceed to checkout’ 
option, or have now gone to your 
basket, you will be taken to the 
‘Checkout & Payment’ screen to 
proceed with making the payment



How do I request a DBS form?
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You will receive a success message 
following successful payment along 
with an email confirmation. Here is 
where you can now download your 
receipt to continue with the DBS form 
request



How do I request a DBS form?
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Once you have clicked ‘save’, you will be 
returned to your credentials, which will 
show the DBS Request Form as 
pending. The form has been sent to 
BWSW, we will assess the form and 
then send a DBS paper form in the post 
to be completed if a DBS is required



How do I request a DBS form?
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You can click on the credential to show 
the details of the form you completed 
and the status will also be shown. If we 
have approved the credential, you will 
shortly receive the form in the post to 
complete. Please then revert to the 
DBS process on our website here

https://www.bwsw.org.uk/aboutthesport/safeguarding/dbs/


How do I request a DBS form?
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Once you receive the DBS form in the post, please follow the 
process on our website via the previous link, taking note of the 
ID document guidelines. Once we have received and processed 
the form and ID checks, we will send the DBS form off in the 
post to the DBS to process. Once the DBS check has been 
completed by the DBS, they will send you the certificate. The 
original certificate will need to be sent to us in the post
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Once received, if we are able to 
accept the DBS check, we will 
update your record with a new DBS 
credential by amending the dates 
based on the DBS certificate and 
approve the DBS check credential, 
along with the certificate number. 
Your DBS certificate will then be 
returned to you in the post 




