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CRB Detalls

This work instructions guides you through the process for completing the CRB Details
screen.

HR Tasks — Starter/Rejoiner/Visitor - HR New Starter Process, Rejoiner, Multi-Post Starter
or Fees/Casual New Starter
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1 Location of CRB Details Screen

1.1 The CRB Details Screen is located within the process of each of the following tasks:
HR New Starter Process, Rejoiner, Multi-Post Starter or Fees/Casual New Starter

% Starter/Rejoiner/Visitor

Pick a task

E"' HR arter Process " Rejoiner

E{" Yisitors " Multi-Post starter

E,f' Contract Return 'S ees/Casual New Starter

1.2 As well as the Employment Checks task in the HR Tasks menu:

% HR Tasks

Pick a menu...

HR Absence Recording

or pick a task

Er"' E-HR ‘iew " all Screens
E."" *  Personal change " Pay Advice Enguiry

E;" * Employment Checks 7 Sch/Depts HR Access
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2 Completing the CRB details on the Individual Employment Checks Screen

Individual Employment Checks screen

2.1 Select the Check Type CRB from the pick list:

Selection

Check Type | Start Date | k| Search

Start Date Clearance

2.2 Press enter and enter the Start Date of the check and press Enter again.

|:ﬂ- (S ] = P B L~ T auwuuw
Employee 1848771 : MRS LM SMITH

Selection

Check Type |[CRB +| CcRre Start Date  [01/08/2010 4 Search

Seq |StartDate [Type _ llevel  [Clearance  |Reg[Status __ |Details |Notes
] [~ [~ ] ]

Add ] [Change] [ Delete ] [Expand]

2.3 Click on Add and the Start Date will appear in the new row Start Date
field. Press Enter
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2.4 Click on the drop down in the Type field and select CRB

Selection
Check Type |CRB r| CRB Start

Start Date
001 |o1/08/2010

Clearance

Check |Description

IS4 ISA Scheme
PTWLUE Permission to Work

2.5 Press Enter

2.6 In the Level field, select CRB again

meq | Start Date Tywpe Lewvel Cle
001 j01/08/2010 CEB - | (5

2.7 Press Enter

2.8 In the Clearance field enter the date the CRB disclosure certificate was issued and

press Enter

2.9 Window into the Status field and click on Add

@ MD55GT9 Employee Employment Check Status

Seq Date | Status | Description
001 ]
Add ] [ ] [Delete

2.10 Enter the date the CRB disclosure certificate was issued and press Enter

2.11 In the Status field, clcik on the drop down and select Verified:
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@ MD55G79 Employee Employment Check Status

Seq Date ] Status ] Cescription
001 |n3/08/2010 -]
Code Desc Long Description
BARRED BARRED Barred
COMACT  COMACT Controlled Activity
YERIFI YERIFIED Yerified

2.12 Press Enter and click on Exit

2.13 Window in on the Details field:

ceq  |otartDate Type Level Clearance Feq |Status Details otes
‘DDI 01/08/2010 (CRB | cRE | 030872010 v, VERIFL -l = =

2.14 Enter the Disclosure App No, if known

@ MD55G77 Employment Check Details f'5__<|

General

Disclosure App Mo, Barcode Mo [poooooooooooooon
Categary List99 Check [ 154 Check [

Date Sent to Indwy Completed Form Rec'd
Returned to amend

Identity Checker |
Counter Signatary |

Sent to Autharity Re-sent to Authority
Disclosure Cert Rec Certificate Mo, |
Disc. Cert. Issue Ko of davs taken to process

Ll |

Line Mgr Motified Renewal Date 02/08/2013
Cost | Cost Code | ]
_ﬂ Portability _ﬂ Motes

2.15 If you do not know the Disclosure Application Number, press enter to go past the
field and the following message will appear:

@ CTDIALOG Dialogue Box f5__<
General

Mo Application number present. Please enter Partability details
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2.16

2.17

2.18

Click on No

B de M .
Enter the Barcode No areode B — if known

and press enter, otherwise enter past the field and leave blank.

Mandatory: Select the Category code from the drop down menu:

{ @ MD55G77 Employment Check Details
( General

2.19

2.20

2.21

2.22

2.23

Disclosure App Mo, | Barcode Mo nanooonoo
Category List99 Check [ IS4 Check
Code Desc Long Description
B Basic Basic
E Enhanced Enhanced
Date Sent to Indv = standard standard

Eeturned to amend
Identity Checker

Tick the box if the person has been List 99 checked
Tick the box if the person has been ISA checked

In the Date Sent to Indv field, enter the date the form was sent to the individual for
completion and press enter

Enter the date the Completed Form was Rec’d
& This can not be a future date
Enter through the fields down to the Counter Signatory field Mandatory: Window

in on ‘Counter Signatory’ to select the HR person responsible for counter signing
this CRB:
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@ MD55G77 Employment Check Details [‘$_<|

General
Disclosure App Mo, Barcode Mo [n000000000000000
Category E List39 Check [ 154 Check [

Date Sent to Indv 01/og/2010 Campleted Farm Rec'd Q2082010
Feturned to amend

Identity Checker |
Counter Signatary |

Sent to Authority Re-sent to Authority

Disclosure Cert Rec Certificate Mo, |
Disc, Cert, Issue Mo of days taken to process
Line Mgr MNotified Rernewal Date 02/08,/2013

Cost | Cost Code | ]

il portability il motes

2.24 Select the person responsible for signing the CRB application:

MD55G71  Authorised Employees |

Surname Farename Employee 10

SUNIT & 7l
00Z | TOWMNEND NICHOLAS 1820303
003 |BARMES SAaRAH 1834657
Add ] [geleet ] [Delete

2.25 Enter the date the application was sent to the CRB in the Sent to Authority field
and press Enter

&  Date must be after completed form received date

2.26 If the form needed to be re-sent to CRB enter the date the form was re-sent to the
CRB otherwise enter past the field and leave blank:
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@ MD55G77 Employment Check Details §|

General
Disclosure App Ko, Barcode Mo [noonooooonononon
Categary E List99 Check [ IS4 Check [

Date Sent to Indw 01082010 Completed Form Rec'd N2/0e2010
Returned to amend

Identity Checker | =l
Counter Signatary | 1820303~ MR N TOWMNEND

Sent to Authority 03/08/2010 Re-sent to Authority
Disclosure Cert Rec Certificate Mo. |
Disc. Cert. Issue Mo of davs taken to process

Line Mgr Notified Renewal Date 02082013
Cost | Cost Code | -
ﬂ Portability ﬁﬂ Motes

2.27 Mandatory: Enter the date that the Disclosure Certificate was received in the
Disclosure Cert Rec. field and press enter.

2.28 Mandatory: Enter the certificate number

@ MD55G77 Employment Check Details E|
General
Disclosure &pp No. [ parcode No [nooooooo0nooo0oo
Category E ] List99 Check [ IS4 Check [

Date Sent to Indv o1/ogen10 Completed Form Rec'd n2fog/2010
Returned to amend

Identity Checker | =i
Counter Signatory | 1820303.-] MR N TOWNEND

Sent to Authority na/ogrz2o1n Re-sent to Authority

Disclosure Cert Rec n3/08/2010 Certificate Mo, |
Disc. Cert, Issue Mo of days taken to process
Line Mgr Motified Renewal Date 0=/08,/20173

Cost | Cost Code | ]

2.29 Mandatory: Enter the Disclosure Certificate Issue Date and press enter

2.30 Enter the date the Line manager/Sch Manager was notified (if appropriate) or enter
through and leave blank.

2.31 The Renewal Date will automatically be populated with a 3 year expiry date:
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@ MD55G77 Employment Check Details §|

General
Disclosure App Mo, Barcode Mo [n000000000000000
Category E List29 Check [ 154 Check [

Date Sent to Indw 01jogsen10 Completed Form Rec'd 0208/2010
Returned to amend

Identity Checker | |
Counter Signatory | 1820303-] MR W TOWNEND
Sent to Authority n3/ma20m0 Fe-sent to Authority
Disclosure Cert Rec n3/og/z010 Certificate Mo, |123456?BEI
Disc. Cert. Issue 03/08/2010 Mo of days taken to process 2
Line Mgr Motified Renewal Date 0=/08/2013
Cost | Cost Code | -
ﬂ Portability ﬂ MNotes
2.32 If you have the cost and cost code, these can be entered here:
@ MD55G77 Employment Check Details E|
General
Disclosure App Mo, Barcode Mo [n000000000000000
Categaory E List39 Check [ IS4 Check [

Date Sent to Indw ojogizo1n Completed Form Rec'd 02082010
Returned to amend

Identity Checker | ]

Counter Signatory | 1820303] MR N TOWNEND

Sent to Authority n3/og/z010 Re-sent to Authority

Disclosure Cert Rec n3/og/2010 Certificate Mo, |123456?89

Disc, Cert, I[ssue n3/ma20m0 Mo of days taken to process 2

Line Mgr Motified Fenewal Date 008,201 3

Cost | Cost Code | ]
51 Portability 51 Hotes

2.33 Enter through the final fields on the screen and you will return to the Individual
Employment Checks screen:
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Employee 1848771 : MRS LM SMITH

Selection
Start Date  [01/08/2010 -] Search

Check Type |CRB

Clearance Reg |Status
n3/08/2010 [v  VERIFI

C s s

Start Date Twpe
01/08/2010 CRB

002 |o1/08/2010 =l |

Add ] [Change] [Delete ] [Expand

2.34 If you accidentily start creating a new row then delete the start date and enter / and

press enter

Employee 1848771 : MRS LM SMITH

Selection
Start Date  [01/08/2010 -] Search

Check Type |CRB

2.35 Click on Save 6 or contnue to further screens
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