
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.

http://www.disclosureservices.com/


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 YOUR

P60/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



SIM DBS Process – For Staff

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


