
E-Bulk Training for 

Recruiters  



Applicants  
(How to make an application form) 

The Applicant will need to follow the link that is provided to them by you as 

the Recruiter https://disclosure.capitarvs.co.uk/ccpas and then click on the 

orange box to make an application form Disclosure and Barring Service 

(DBS) Application. 

https://disclosure.capitarvs.co.uk/ccpas


You as the Recruiter should provide the applicant with the Organisation Reference 

number and a Password, which is contained in the email called E-Bulk Recruiters 

Acceptance as an attachment. 



The applicant will then need to read and confirm that they will abide by these terms by 

clicking on the tick box at the bottom of this statement and then click ‘Next’. 

Statement 1 (Statement of Fair 

Processing) 
Statement 2 (Identity Statement) 



The applicant will now be able to start their application form by entering in their personal 

details. Please ensure that they provide their middle name(s) as this can delay their 

application.  



If the applicant has lived at their current address for less than 5 years then they must give 

their previous address details until they have covered the past 5 years. The applicant must 

provide the month and year. The system will not allow gaps or overlaps. 



The applicant will now need to provide their place of birth and nationality at birth.  



If they have been known by any other names, they must provide these details and the 

dates to and from. They will need to give their full name (forename and surname) 

separately. To provide these details the applicant will need to click on ‘Add Name’. 



The Applicant now needs to enter their role in the Position Applied For. You, as 

Recruiter, should provide them with this information and it must reflect their eligibility for 

the check. (i.e. How they are working with children and /or adults). 



The applicant should now review their application details amending if and where 

necessary. Once they are happy with these details, they will need to tick the box in the 

Applicant Consent and click on ‘Complete’. 



The applicant has now completed their application form. They will now need to contact 

you as the Recruiter to inform you their application is complete and to arrange for you to 

check their identity documents. 



Recruiters 

(Checking the Applicants I.D) 

As the Lead Recruiter or additional Recruiter please now log on to the green box 

Applicant Management to check application submissions and status reports. 

 



Please now enter your login details.  

For first time users: Read the emails that have been sent to your inbox. The details for 

your Username and the default date of birth are contained within the email entitled 

‘Welcome’.  

If you have logged in before, please enter your own date of birth. If you do not remember 

please click on the link to receive an email with new login details. 



Please now enter your password.  

For first time users: enter the password provided to you in the email entitled ‘Notice’ but 

please remember this is only for your initial login . If you have forgotten your password, 

click on the link to receive an email with another one time password. 



For First time users only  

Please now enter your default password again into ‘Current Password’. You will need to 

make up a new password, consisting of letters and numbers. Please keep this password 

confidential. Enter this password into ‘New Password’ and again in ‘Confirm New Password’. 

Now enter your own date of birth and click on ‘Update’. 



For first time users only 

You have now reset your date of birth and password details .Please remember these 

details for future use. To use the E-Bulk system, click on ‘Dashboard’ in the task bar. 



To check an applicants I.D, please click on Waiting ID Check and Section Y.  

 

NB: This is a screen shot taken from a Lead Recruiters Dashboard and is not the same as 

an Additional Recruiter’s view. 



To view an application form in order to check the applicants I.D, please click on the Our 

Ref. e.g. 301GIBS65429 

10/09/1975 

08/06/1956 

26/10/1964 



Check the applicant’s Personal 

Details. If an applicant has not 

provided you with their middle 

name but they have one, please 

enter this.  

 

Check they have given the correct 

Address History.  

 

Check they have given the correct 

Position Applied for.  

 

NB: To amend any incorrect 

details, click on ‘Edit’. Only Lead 

Recruiters are able to edit an 

application form and only with the 

applicants approval. 



Click on Check ID in the Processing Details box or Complete ID Check under Identity 

Check. 



Select the ID documents that you have checked against the applicants personal details. If 

you are unable to check the applicant via Route 1, please click on ‘Next Route’ to 

proceed onto Route 2. Further details regarding the I.D checking process can be found in 

the E-Bulk Guide for Recruiters. 



When you are entering either the Driving Licence or Passport details, please ensure you 

write the dates exactly the same as the example above.  



If you are an  Additional Recruiter, your part is complete. Please contact your Lead Recruiter to continue with the 

application form. Please note that the form is not finished yet and will not be sent to CCPAS until Section Y has been 

completed by the Lead Recruiter. 

Once you have entered all 3 documents for Route 1, you must select ‘Yes’ for Current Address 

Checked and Date of Birth Checked before you are able to click ‘Save’. 

Please leave Cost Code / Personnel Number blank. 

Now click on ‘Return to Application’ or Our Ref ‘301GIBS65429’ 



For the Lead Recruiter only 

 

To complete Section Y, please click on either ‘Complete Section Y’ or ‘Section Y’ in the 

Processing Details box. 

Completing Section Y 



-The Application Type is always enhanced when working with children and /or vulnerable adults.  

-Child and/or Adult Workforce relates to the groups they are supervising.  

-The Regulated Activity flow chart (Appendix 5 in your Recruiter’s Guide) will assist you in 

completing Working with Adults in Regulated Activity and Working with Children in 

Regulated Activity.  

-Please ensure you provide us with a full description of how the applicant is eligible to work with 

children and / or vulnerable adults in the Additional Information box. This will help us to make it 

clear to the DBS how the applicant is eligible for the DBS check if they query it. 

-Click‘ Save’ once all the questions have been answered. 



You have now completed Section Y, please click on ‘Approve’  which submits the 

application form to CCPAS for checking.  

CCPAS will check the application form has been completed correctly and that the applicant 

is eligible for a check. If all is ok, then CCPAS will countersign the application and it will 

arrive at the DBS the same day! 



If after submitting an application, you receive an email from us regarding a reject, please 

log into the E-Bulk system and check your application forms. The application queried will 

have a red flag next to it. Please click on ‘Our Ref’ to view the application. 

10/09/1975 

08/06/1956 

26/10/1964 

Flagged Applications 



To check why the application has been ‘rejected’, please click on the Notes tab to view 

the query.  

 

You can use this facility to gather more information if needed. Please either ‘Add Note’ to 

reply to this query or contact our E-Bulk Team on 0845 120 45 49 option 1 to discuss this 

further. 



Click to check the status of an application that is processing with the DBS. 

 

NB: This is a screen shot taken from a Lead Recruiters Dashboard and is not the same 

as the Additional Recruiter’s view. Only Lead Recruiters are able to track an outstanding 

application form. 

Tracking an Application  



Please click on ‘Track’ next to the preferred application that has been outstanding with the 

DBS. This will redirect you to their website where you will be able to see what stage the 

application has got to.  

 

Please note that CCPAS have the same information available as the Lead Recruiter.  



To view an application that has been completed, please click on ‘Application Complete’. 

Viewing the Results 



You will now see that the application has been given a Certificate Result, which states, Certificate contains no 

information. This means that there have been no convictions or information issued on the certificate. 

 

If the applicant has a ‘blemished’ certificate it will say Please wait to view applicants’ certificate. The applicant 

should present the certificate to you and the date should be selected for Applicant’s Certificate Seen  under the 

Processing Details box  when you have received this from the applicant – please note that if you are part of a 

Diocesan or Denomination scheme then you will be required to contact the Safeguarding Advisor at your Head 

Office to either show them or discuss the content of the blemished disclosure. 


