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Introduction

Disclosure Checks

And Update Service
Risk Assessment

Strong Policies 

In Place

Ongoing Monitoring

of Staff

Recruitment

And

Selection



What is required by The Pony Club?
Committee Roles  Required Minimum Qualifications Matrix 2025Taken from the Health  Safety, Safeguarding and Horse Welfare Rule Book 2025

Committee Roles & 

Required Minimum 

Qualifications Matrix 2025

Taken from the Health & 

Safety, Safeguarding and 

Horse Welfare Rule Book 

2025

file://pcuk-data/users$/beverley.laurie/My Videos/Branch Requirements 2025.mp4
file://pcuk-data/users$/beverley.laurie/My Videos/Branch Requirements 2025.mp4
file://pcuk-data/users$/beverley.laurie/My Videos/Branch Requirements 2025.mp4
file://pcuk-data/users$/beverley.laurie/My Videos/Branch Requirements 2025.mp4
https://resources.pcuk.org/wp-content/uploads/2024/12/2025-Rulebook-Health-Safety-Safeguarding-Welfare-221224.pdf
https://resources.pcuk.org/wp-content/uploads/2024/12/2025-Rulebook-Health-Safety-Safeguarding-Welfare-221224.pdf
https://resources.pcuk.org/wp-content/uploads/2024/12/2025-Rulebook-Health-Safety-Safeguarding-Welfare-221224.pdf
https://resources.pcuk.org/wp-content/uploads/2024/12/2025-Rulebook-Health-Safety-Safeguarding-Welfare-221224.pdf


Types of Disclosure Checks

England & Wales - DBS

Disclosure & Barring 

Service

Completed online with 

uCheck and DBS

Scotland – PVG

Protecting 

Vulnerable Groups

Completed via 

uCheck and 

Disclosure  

Scotland

Northern Ireland - Access NI

Access Northern Ireland

Completed via Access NI

Enhanced Disclosure Check with Child Barred List Check



DBS Checks
The Process Explained

https://youtu.be/IQjVHeBM8nIhttps:/youtu.be/IQjVHeBM8nI


Setting up an Account with uCheck

• Register for an account at www.ucheck.co.uk/online-dbs-checks-for-
employers

• Complete the New Customer Enquiry Form and Submit

• This will open a ‘Thank You for your Enquiry’ message 

• You will shortly receive an email from uCheck with a link to a more detailed 
Registration Form – Check in your Junk or Spam email

• Use the code DISCLOSURESERVICESFREE to avoid the registration fee 
if you previously had an account with Disclosure Services

• Once complete you will have access to create new applications and check 
on the status of those already submitted and awaiting review.

https://www.ucheck.co.uk/online-dbs-checks-for-employers/
https://www.ucheck.co.uk/online-dbs-checks-for-employers/




Dashboard



The reminder intervals in this function is set by you, it allows a prompt to be sent to the applicant to complete and 

submit their application.

Please note: It is advisable to send the applicant a separate email once the invitation has been sent to ask them to 

check their junk or spam mailbox.  The invitation will come from uCheck, not The Pony Club.





The description is key to the approval of the position, roles such as Committee Member and Treasurer 

aren’t typically viewed as a role working with children and may result in an application being declined. 



Add A Position Form 

file://pcuk-data/users$/beverley.laurie/My Videos/Screen Recordings/Screen Recording 2025-02-12 093019.mp4


How to Apply for a Disclosure Check

To initiate a new application ‘ Check a NEW Applicant’  This will open a new window on your Dashboard. 



Next to the DBS icon choose Enhanced, this will then bring up the price of the disclosure check.  If the 

check is for a volunteer, select volunteer and a ‘Volunteer Check Notice’ will pop up for you to confirm 

the applicant meets the volunteer criteria



This must 

be ticked



Extra Cost

Will Charge the 

Applicant.  

Submission will 

not proceed until 

the fee is paid



Admin Fee

Description 

is key



This is a useful function to prompt the applicant to 

check their email inbox and junk mail

Send 

Application



Identity Verification In Person or via 
Video Call
ID validation has or will take place as part of reviewing the application 

• Check the evidence of identity in ensuring that the documents are genuine and have no sign of tampering

• If the information is correct, accept the application by clicking the ‘Approve’ button

• Confirm that you have done the check in person/video call, and you have checked the identity documents 

• Read and tick the declarations relevant to the application and click ‘Approve’. 

The application has been sent to uCheck for verification before going on to the DBS



Verifying Documents



Complete

Complete

Approve

• Check details are 100% correct – spelling errors as well as incorrect information

• Each section has a drop down for you to double check

• Self funded applications are not always possible to edit, a pop-up confirmation will appear for you to 

confirm or decline, this may withdraw the application, and you will need to start again



Select Child 

Workforce



Mandatory

Mandatory

Check

Not 

Required

Not 

Required

Not 

Required

• ‘Working from Applicants own Address’ is aimed more for roles such as childminders where they will have 

children in their home.  Having children at your facilities where you live on site does not require the response 

to be YES

• The drop-down box to the side of each heading gives a full definition

  



Click to 

complete ID 

Verification

Details 

documents 

for each 

group



Tracking Applications

You can check the progress of an 

application by clicking on the individuals 

name in your Dashboard.

Click Track DBS to find out the status of 

the check Select



Stage 4 is typically 

where an application 

may be delayed.  This 

can be due to a 

number of reasons 

such as a change in 

name.



The Update Service

The Update Service is an online subscription service that lets you keep your 
Standard and Enhanced DBS certificates up-to-date. It also allows 
employers to check a certificate online, with the applicant’s consent. You can 
use your certificate again when you apply for a position within the same 
workforce, where the same type of level of check is required.

You can register to the Update Service for Standard and Enhanced checks 
with your certificate number when you receive your DBS certificate. You 
must do so within 30 calendar days of the ‘date of issue’ which is printed on 
the certificate and level of check is required.

The Update Service is free for Volunteers.  There is an annual fee for paid 
disclosure checks.

https://www.gov.uk/dbs-update-service
https://resources.pcuk.org/wp-content/uploads/2023/12/dbs-update-service-consent-form.pdf


Setting up an Account with 
AccessNI

Only approved signatories are authorised to manage the registered body’s 
disclosure process. They make sure the applicant’s identity is checked and 
approve their application before it is submitted to AccessNI.

• Register for an account with nidirect via www.nidirect.gov.uk

• Once approved you will be sent a 10-digit signatory number, this will be 
needed to login to your nidirect and for AccessNI service. This number 
must not be shared

• You will also receive a 6-digit PIN for processing online applications, this 
must be shared with those people whose applications you will approve



Applicant Online Process AccessNI

AccessNI 4 Applicant Online Process

AccessNI 3 Disclosure Certificates

AccessNI 2 Types of Disclosures and Filtering

AccessNI 1 Introduction to AccessNI

https://www.youtube.com/watch?v=qQM5TRmHKuk
https://www.youtube.com/watch?v=FrLrrkvDoVs
https://www.youtube.com/watch?v=DhDpUHJmfIM
https://www.youtube.com/watch?v=dAZRsupXb3k


How to Apply to the PVG Scheme

Making a PVG application is a two-stage process:

1.An organisation needs to start the application for an individual.

2.The individual then needs to complete the application.

Paid workers or volunteers need to be a member of the PVG scheme if they're doing a regulated role. It's 

a legal requirement.

A PVG application allows you to view their criminal history information and check that individuals are not 

barred from regulated roles.

There are 4 types of PVG application:

•PVG scheme disclosure (Join)

•PVG scheme disclosure (Existing)

•Confirmation of PVG scheme membership (Join) – For Self-employed people

•Confirmation of PVG scheme membership (Existing) – For Self-employed people

https://www.mygov.scot/apply-to-pvg-scheme/organisations
https://www.mygov.scot/apply-to-pvg-scheme/applicants
https://www.mygov.scot/pvg-scheme/regulated-roles


Record on PELHAM
It is essential that Disclosure Checks are recorded and kept up to date



FAQ’s

Q. Who needs a Disclosure Check?

A. Any unsupervised volunteers or employees who, on a frequent basis, 
have direct access to, work, or volunteer with children and/or vulnerable 
adults, will require a Disclosure and Barring Service Check. It can also apply 
to certain positions of trust within organisations, even where the role doesn't 
involve any direct contact with children or protected adults, for example, 
anyone who has access to personal records or data of children and or 
vulnerable adults.



FAQ’s

Q. Is there a cost for a Disclosure Check?

A. DBS, PVG and AccessNI checks are free for volunteers with only the 
admin fee to pay to the registered body that processes the application 
and subject to current guidelines.  For individuals that are paid, such as 
coaches, they must pay the full fee for their disclosure check or 
subscription to the relevant scheme.  

Check online with the relevant organisation for any updates



FAQ’s

Q. Are DBS checks transferable?

A. DBS checks are NOT always transferable between organisations unless the individual has 

registered to the Update Service. Once an individual has registered, their DBS will be 

constantly up to date so long as the continue to subscribe to the service. However, a 

certificate will only be transferable as long as the individual’s name, identity and gender is 

the same, the role and the workforce must match. The applicant must complete a Consent 

Form for you to view their online record.

NB. 

• There is no subscription fee to the Update Service for volunteers

• Ensure payment card details are updated to avoid subscription being cancelled

• Name, identity or gender changes will require a new disclosure check

https://resources.pcuk.org/wp-content/uploads/2023/12/dbs-update-service-consent-form.pdf
https://resources.pcuk.org/wp-content/uploads/2023/12/dbs-update-service-consent-form.pdf


FAQ’s

Q. What if there is content recorded on the disclosure check?

A. If content is recorded on the disclosure check, weather it is a new 
certificate or it has been added to the online record since the 
original certificate was issued, you must contact the Lead 
Safeguarding Officer to discuss how to proceed.



Useful Links
• Online Background Checks - DBS, Disclosure Scotland & AccessNI 

(disclosureservices.com)

• Protecting Vulnerable Groups (PVG) scheme - mygov.scot

• AccessNI criminal record checks | indirect

• Quick_Guide_to_DBS_Checks.pdf (publishing.service.gov.uk)

• https://www.ucheck.co.uk/online-dbs-checks-for-employers/

• Free Resources - Blogs - CRB/DBS Information for Employers

• The DBS Update Service - https://www.gov.uk/dbs-update-service

https://disclosureservices.com/
https://disclosureservices.com/
https://www.mygov.scot/pvg-scheme
https://www.nidirect.gov.uk/campaigns/accessni-criminal-record-checks
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/1059974/Quick_Guide_to_DBS_Checks.pdf
https://www.ucheck.co.uk/online-dbs-checks-for-employers/
https://www.ucheck.co.uk/blogs/
https://www.gov.uk/dbs-update-service


Useful Contact Information 

• Disclosure & Barring Service

• E: customerservices@dbs.gov.uk  T: 03000 200 190

• Access NI

• E: ani@accessni.gov.uk T: 0300 200 7888

• Disclosure Scotland

• E: info@disclosurescotland.co.uk  T: 0300 020 0040

• uCheck

• E:  info@ucheck.com.uk   T: 0300 140 0022
Feb 2024

mailto:customerservices@dbs.gov.uk
mailto:customerservices@dbs.gov.uk
tel:03000200190
mailto:ani@accessni.gov.uk
mailto:info@disclosurescotland.co.uk
mailto:info@disclosurescotland.co.uk
tel:0300%20020%200040
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