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Understanding the DBS status of personnel in your club

From time to time, a club may want to check the DBS status of club personnel. This can be
done in two ways:-

1. The Club Personnel Report and Record on the Online Membership System
(OMS)

All OMS Administrators have access to the Club Personnel Report and the Club Personnel
Record.

The Club Personnel Report is downloaded in PDF format - required for SwimMark and
Stronger Affiliation, the Club Personnel Record is downloaded in excel format which allows
you to sort the data.

Both the report and the record display the DBS valid to date so can be used to scrutinise
who has completed the process and who needs to renew or complete their DBS check
against the role/s they hold within the club.

2. Using the DBS Portal

Club verifiers have access to the DBS portal. Using this portal you can see the status of
those who have completed a DBS checks with the club in the following ways:-

By selecting the ‘Applications’ page in the top menu bar, ensure you have selected ‘All’ and
this will display the status of all DBS records created in the last 6 months, this is referred to
as the club’s Current List.
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Using the icon key, you are able to determine the status of every DBS record created in the
last 6 months. Clubs need to ensure all applications have the green ‘Application Complete’
icon.
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By selecting the ‘Archive’ page in the top menu bar and press Search. This will pull up a list
of those that have been archived. This is referred to as the clubs Archived List.
The DBS portal archives records on a 6 month rolling basis
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Use the above filters to locate records or click on search to load all

If you combine both lists, you have a report of the DBS checks processed by the club



