Step-by-Step DBS E- Application Process 

The following guidance has been put together as an in depth guide from start to finish of how to obtain a DBS disclosure via the RFU’s E-Application system. This guidance is aimed at both Club Safeguarding Officers and Assistant Safeguarding Officers (CSO/ASO) and the Applicant themselves. Please read the Notes section below for some key information before beginning with the Step-by-Step Process that follows. 

Please note – 

There are known issues with identity document validation on the following internet browsers - Safari and Google Chrome. 

We recommend using Internet Explorer Mozilla Firefox in order to progress through the system without issue. 
NOTES 

1) Only those recorded on the Game Management System (GMS) in the Roles of Club Safeguarding Officer or Assistant Safeguarding Officer will be able to view the “Apply for DBS” option on the GMS Membership List and as such complete DBS applications online. 

2) GMS and the DBS E-Applications system are two separate systems; as such a login for each system is required. These are provided by the GMS Helpdesk (0208 831 6651) or your club for GMS access. To obtain access to the E-DBS system, contact the RFU Safeguarding Team (0208 831 7454) or email – dbseapp@therfu.com. 

3) All individuals who wish to apply for DBS clearance via the DBS E-Application system must be recorded as members of the club, CB or organisation on GMS. As CSO/ASO you should see the option to create a new member at the top of the Member List. 
4) Due to security requirements, inactivity on a single page will cause the DBS E-Application system to time out. The system times out after five minutes of inactivity. Due to the conditions of the Digital Security Certificate issued by the Ministry of Justice, an auto-save function is NOT possible. Any information entered before the System times out will be lost. 
5) In conjunction with the above and the built in security requirements, you will not be able to utilise the “Back” function on your internet browser. Doing so will again cause the system to time out and unsaved data will have to be resubmitted. Ensure all the data entered is correct before confirming and moving to the next part of the process. We would advise that once you have access the E-DBS system that you open a new internet tab to be able to locate information from the GMS site.
Although the system is completely web-based and results are automatically uploaded to the GMS system every Applicant will continue to receive a hard copy DBS disclosure certificate. 

An ID Verifiers’ Check List has been created as the system will require specific information from each ID document provided. This is available on www.englandrugby.com or from the RFU Safeguarding Team upon request. In accordance with Data Protection laws, any personal information recorded on these forms must be destroyed in a secure manner (shredding etc.) once the details have been entered onto the DBS E-Application System. 

Step-by-Step Process (CSO/ASO Section) –

1) As CSO/ASO, you will need to log into the GMS system which is accessed via www.englandrugby.com. To do this please login at the top of the page and then go to the “My Rugby” menu option. On this page you should see an option entitled “Game Management System”. Click on this link and it will take you to your club page (if it doesn’t default to your club’s page, then search at the top right of the screen).
Once you are on your club/organisations GMS page, you should (depending on the permissions you hold), be able to see a few tiles that contain different options e.g. Personal Details, Club Profile, People etc. 

2) Click on the “Club Profile” tile option and you should be shown an overall view of the club’s details. Here you can view the recent DBS status of those whose DBS checks are due to expire, have recently renewed or lapsed in the last month. A full DBS report is available under the “Reports” menu option on the left hand side of the screen.

On the “Club Profile” screen you will see a menu entitled “Club Stats” which will have an option for “Members”. Please click on the “Members” option in order to access a full list of club members.

3) Find the individual(s) you wish to apply for DBS clearance on the Member List. Once you have located them click the small tick box on the far left hand side of the list next to the appropriate person(s). This should populate a small tick. You may select up to 50 individuals at a time. 

4) Once you have selected member(s) an additional option should appear at the top left of the Member List entitled “More”. Please click on this option and a sub-menu will appear. One of the options will be “Apply for DBS”, by clicking on this option you (and the list of individuals) will be transferred to the RFU’s secure E-DBS system. You will need to log in again, this time with the login provided by the RFU Safeguarding Team. If you do not have a separate login for this site contact the RFU Safeguarding Team on 0208 831 7454 or email DBSeapp@therfu.com to obtain one. 

APPLYING 

5) Under the Applications menu you will have the option to either “Send an Invitation” (inviting the Applicant via email to choose the ID they wish to submit) or “Apply for DBS” (to carry out the ID check now). Selecting “Send an Invitation” will allow the Applicant to click on a link contained in an email and select, from a list of acceptable documents, which forms of ID they are able to supply to you. Once enough ID documents have been selected the applicant will see a message advising them that they should arrange an appointment with the RFU (which means your club or organisation) to have the ID verified. Alternatively, if you should select “Apply for DBS” you will be able to begin the process for entering the ID documents there and then (if the applicant has the ID documents with them). 

6) The next screen that will appear is the “Applicant Identification” page. You will have to answer “yes” or “no” to some required ID document information to confirm if the applicant holds certain documentation. If you select “yes”, then these documents MUST be used for the DBS application process. 

We recommend clicking the option underneath the “Add Document” button entitled “Full Document List”. This will bring up a list of all the documents that are accepted by the DBS. Once enough ID has been selected a message will appear advising you as such. Now click “Proceed” then “Proceed to ID Section”. 

7) You will now be on the “ID Details” screen where you will have a last chance to be able to choose alternative documents. However, if all the documents selected are correct you will need to complete the onscreen options as required. 

8) In order to select the “Position/Job Role” use the “Click here to select Position/Job Role” button. This will bring up another small screen where you will need to enter the organisation and job role. Please type the organisation and role in the appropriate box and the system will automatically find all accepted and recorded matches. 

9) Next click “Search Job Role”; this will bring up all options that match what you have entered. If the option that appears is correct click “Confirm”, if not please click “Close” and repeat this process until the correct option is selected. 

VOLUNTEER OR PAID STAFF? 

10)  You will now have to confirm if the Applicant is in a voluntary position or not. Please select “Yes” or “No” as appropriate. This will bring up a screen with two questions to ensure that the DBS definition of a volunteer is met. Please note, answering “Yes” to either of these questions will mean that the volunteer definition is NOT met, as such the DBS will require a £44 payment for the application. This payment must be made to the RFU via cheque or BACS payment. If you have any queries relating to this contact the RFU Safeguarding Team. 

Additionally, you will have to confirm if the position applied for is “home based” e.g. Host Parent. Please answer this in relation to the role applied for as it is relevant to the searches carried out by the DBS.
11) Continue by entering all the ID details as required and then click “Next”. If there are any errors or amendments required, the system will highlight them at this point. Ask the Applicant to record the ID documents provided as they will need this information at the beginning when they log in. 

12) A review screen will now appear, check that all the details are correct – as this will be your last chance to make any amendments. If any changes are required click the “Change” option at the bottom of the screen. 

13) If all the details are correct and valid, tick the “Confirmation” box, you should then select when the Applicant will complete their part of the application (“Here & Now” or “Later”) and click “Submit”. 

14)  If you select “Later” an email will be sent to the Applicant to log in and complete their section in their own time. Selecting “Here and Now” will allow the Applicant to log in now. 

15)  In order for the Applicant to complete their section of the application they will require a username, password and a record of the ID provided. Create the log in and provide these details to the Applicant – it is important that they record ALL these details in order for them to log in and access their application. 

16) As ID Verifier (CSO or ASO), your role has now been completed. You will be able to monitor the progress of any applications you have submitted via the “Applications” menu and “Management Reports” on the DBS E-Application system.

Step-by-Step Process (Applicant Section) – 

1) As the Applicant, you will need to log in as required by either clicking the link on the email you received - if the ID Verifier selected the “Later” option or straight away if they selected the “Here and Now” option. Make sure the ID Verifier has provided you with a username & password, confirmation of your security question/answer and that you have recorded which ID documents you provided. 

2) You will be required to provide your username, password and the question and answer of the security question from the drop down menu. After this screen an additional page will appear asking you to confirm certain parts of the ID documents you provided (this allows the system to confirm you are the Applicant). It is therefore advisable that you record the details of which ID documents you have provided so that you experience no access problems when completing this section. 

3) If you are unable to log in correctly contact the RFU Safeguarding Team to rectify any problems, on 0208 831 7454 or email DBSeapp@therfu.com 

4) Once you have logged in successfully, you will see a consent screen. In order to complete the application click “Consent” and then “Proceed”. 

5) The system will now bring you to a screen where most of the information previously entered by your ID Verifier will be displayed. Complete the remaining fields as required on the screen – please note any fields with an * are mandatory. 

6) Once all the fields are completed and correct, click “Next” to proceed to the next page. Any errors or amendments will be highlighted by the system. 

7) A summary screen will now appear; check that all the information displayed is correct and valid. You will need to tick the boxes to confirm whether your position/job role is voluntary or not and the declaration that the information submitted is correct (this is effectively the same as you signing a paper application). 

8) We recommend at this point that you print the details (if you have the facility), this however is not compulsory as a record will remain in the system. 

9) When everything has been checked and confirmed you should click the “Submit” button. This will send all the information electronically to the RFU, who will countersign it and submit it via our secure link to the DBS for processing. 
10) Please note, as the Applicant you will receive a hard copy DBS disclosure certificate through the post when the application is completed by the DBS. Once your DBS disclosure has been accepted by the RFU, your record on the GMS system will be updated and DBS clearance will appear by your name on the Member List. Until DBS clearance is granted by the RFU you must be supervised in your role 
NOTE – If your disclosure is returned with any criminal information, the RFU Safeguarding Team will contact you and you will be required to follow the RFU’s DBS Case Management Process. Details of this can be found on www.englandrugby.com under the Safeguarding option.
