
SIM DBS Process – For Staff
1. Go to the following link: http://www.disclosureservices.com
2. In the customer login section, use the following username: simhujjatremote& password: simhujjat16733
3. On logging in, you will see a list of documents that you can use to prove your identity. For ease, we would recommend that the following documents are used:

 Passport
 UK Driving Licence
 Bank/Credit Card/Utility statement which is less than 3 months old
If you do not have access to any of these items, then a full list can be found at the end of this document. Please ensure you have the items which you wish to use as evidence on hand as they will be needed to complete your application.

4. Remember, there is no save option, so please leave enough time to complete the form in one sitting. 5-7 minutes will be needed.



5. Once you have submitted the application you will receive a confirmation email to note your application number. You will also be given an option to ‘Generate A Veri-fy Form’– PLEASE DO NOT SELECT THIS OPTION. You can save a PDF of the confirmation and close your browser.
6. Please bring in your identification documents into the Madressa office, so that either our administrator, Fatima bai Hirji or our Secretary Maisam Jaffer can review the documents and then upload them to CoEJ. This must be done as soon as possible after you have submitted your application, without these documents your application cannot be processed.
7. You can track the status of your application online (https://secure.crbonline.gov.uk/enquiry/enquirySearch.do) and if you have any queries you can email admin@madressa.net. 
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N.I NUMBER IS ONLY
REQUIRED IF YOU ARE
SUBMITTING YOURP60/P45 AS EVIDENCE

Provide an email address where you will receive your application reference number.
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Please ensure that you list ALL names that you have been previously legally known by.  It is important this is completed fully else your application can be held up.
Example: If you have a maiden name, you must state that here.
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Please complete as applicable depending on your EEA nationality
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Complete the evidence section as required. You will need all the ID that you wish to utilise on hand in order to complete this section
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Complete the declarations and submit your application
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Do not click this

You should now receive an email to the email address you specified stating your application reference. If it has not come through, please check your junk mail.

make a note of your application ID



Evidence Documentation Guide  If you can provide at least one document from Group 1 you will need a further two documents which can come from either Group 1, 2a, or 2b (i.e. providing three documents in total). One of these documents must verify your current address.  If you cannot provide any documents from Group 1, you will need three documents from Group 2 comprising of one document from Group 2a and two further documents from Group 2a or 2b. One of these documents must verify your current address.  If you cannot provide these documents, you will need your Birth Certificate (UK and Channel Islands Only) – (which must have been issued within 12 months of your date of birth by the General Register Office/relevant authority) and four further documents from Group 2 comprising of one document from Group 2a and three further documents from Group 2a or 2b. One of these documents must verify your current address.  Group 1 - Primary Trusted Identity Credentials 
 Passport (Any current and valid passport) 
 Biometric Residence Permit (UK) 
 Current Driving Licence - Photo card (UK / Isle of Man / Channel Islands & EU) 
 Birth Certificate (UK and Channel Islands) - issued at the time of birth 
 Adoption Certificate (UK & Channel Islands)  Group 2a - Trusted Government / State Issued Documents 
 Current Driving Licence - Photo card (For All Countries other than UK / Isle of Man / Channel Islands & EU) 
 Current Driving Licence - (Old Style) Paper version (UK / Isle of Man / Channel Islands & EU) 
 Birth Certificate (UK and Channel Islands) - Photocopies are not acceptable) 
 Marriage/Civil Partnership Certificate (UK and Channel Islands) 
 HM Forces ID Card (UK) 
 Firearms Licence (UK, Channel Islands & Isle of Man)  Group 2b - Financial / Social History Documents 
 Bank/Building Society Statement (UK & Channel Islands or EEA) issued in the last 3 months 
 Utility Bill (UK) - Not Mobile Telephone issued in the last 3 months 
 Benefit Statement e.g. Child Allowance, Pension etc. (UK) issued in the last 3 months 
 Central or Local Government, Government Agency or Local Authority document giving entitlement (UK & Channel Islands) issued in the last 3 months 
 Credit Card Statement (UK or EEA) issued in the last 3 months 
 Mortgage Statement (UK or EEA) issued in the last 3 months 
 Financial Statement e.g. Pension or Endowment (UK) issued in the last 12 months 
 P45/P60 Statement (UK & Channel Islands) issued in the last 12 months 
 Council Tax Statement (UK & Channel Islands) issued in the last 12 months 
 Work Permit or Visa (UK) (valid up to expiry date) 
 Bank/Building Society Account Opening Confirmation Letter (UK) issued in the last 3 months 
 Letter of Sponsorship from future employment provider (must still be valid) Note: Non-UK/Non-EEA only – valid only for applicants residing outside of the UK at time of application 
 EU National ID Card (must still be valid) 
 Card carrying the PASS Accreditation logo (UK and Channel Islands - must still be valid) 
 Letter from Head Teacher or College Principal (UK - 16 to 19 year olds in full time education)   N.B: Internet generated documents are not acceptable.  


