
 

 

 

 

 

 

 

Swim England Guidance for Know 
Your People Verifiers 
 

Logging onto your account 
 
Once you have received your verifier PIN and activated your account you will have access to 
the Know Your People (KYP) DBS service to carry out DBS checks on volunteers and staff 
at your club/swim school. Every time you login to your account you will be sent a code as 
part of two-factor authentication. This code will be sent to the email address that is 
registered with your KYP account.  
 
If you have not received your PIN then please contact dbs@swimming.org to request that 
this be sent out to you. 
 
Click below for KYP login page.  
 
Know Your People - Login 
 

Starting an application  
 

First you will need to obtain the applicants name and email address.  
 
Once you have logged into the system (Know Your People – Login Page) using your email 
and password the dashboard will appear which shows various options on the left hand side 
of the page. Click on ‘Start an Application’. 
 

https://sso.knowyourpeople.co.uk/login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3DKYP.web%26redirect_uri%3Dhttps%253A%252F%252Fapp.knowyourpeople.co.uk%252F%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520all_claims%2520offline_access%2520kypapi%2520righttowork%2520pdfserver%2520not_public%26state%3DOpenIdConnect.AuthenticationProperties%253DUXZjSLPiPIXr1cA05Rcmo2LQYyYjwn4gxG5xnTB39HeL2lKxKMt0eFXXcvXwoTEFZ1o-Sn_HrwKkpPhVwPsnYvcIpWObndQvu-n7KatyIwdFhzD91nfT3cbxis8XAxgb0II31hpZDQKUL0KUrngA1OrenZxOkhDQQ1aIfLLCphbyu7z8JORi2xi37SP8EcXFqWzmZvTzpG0hLy3bluSgoxBwzk8%26response_mode%3Dform_post%26nonce%3D638690799432358969.YzZlNTE3ZWItZWE4MC00NGQ5LTk5MTUtMmQyODUxMWQ1M2NiM2M2MzNkYTItYWU1OS00YTI0LWEyZTktZDU1ODcyOWFmYTJk%26acr_values%3Dbranding%253Atrue%2520showMosaic%253Atrue%2520customerBranded%253Afalse%2520selfRegistration%253Atrue%26x-client-SKU%3DID_NET472%26x-client-ver%3D6.35.0.0
https://sso.knowyourpeople.co.uk/login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3DKYP.web%26redirect_uri%3Dhttps%253A%252F%252Fapp.knowyourpeople.co.uk%252F%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520all_claims%2520offline_access%2520kypapi%2520righttowork%2520pdfserver%2520not_public%26state%3DOpenIdConnect.AuthenticationProperties%253DUXZjSLPiPIXr1cA05Rcmo2LQYyYjwn4gxG5xnTB39HeL2lKxKMt0eFXXcvXwoTEFZ1o-Sn_HrwKkpPhVwPsnYvcIpWObndQvu-n7KatyIwdFhzD91nfT3cbxis8XAxgb0II31hpZDQKUL0KUrngA1OrenZxOkhDQQ1aIfLLCphbyu7z8JORi2xi37SP8EcXFqWzmZvTzpG0hLy3bluSgoxBwzk8%26response_mode%3Dform_post%26nonce%3D638690799432358969.YzZlNTE3ZWItZWE4MC00NGQ5LTk5MTUtMmQyODUxMWQ1M2NiM2M2MzNkYTItYWU1OS00YTI0LWEyZTktZDU1ODcyOWFmYTJk%26acr_values%3Dbranding%253Atrue%2520showMosaic%253Atrue%2520customerBranded%253Afalse%2520selfRegistration%253Atrue%26x-client-SKU%3DID_NET472%26x-client-ver%3D6.35.0.0
https://sso.knowyourpeople.co.uk/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3DKYP.web%26redirect_uri%3Dhttps%253A%252F%252Fapp.knowyourpeople.co.uk%252F%26response_type%3Dcode%2520id_token%2520token%26scope%3Dopenid%2520all_claims%2520offline_access%2520kypapi%2520righttowork%2520pdfserver%2520not_public%26state%3DOpenIdConnect.AuthenticationProperties%253Dz55RL5Bhk_oAVfVaDOQOAQXIPSLVPWP0F0GJayZjsnDbU_CbOhTb7J_iQQWa6-sfGKE-QkK9MNXKaneIWPYd_emkqjii2SCJHDbwzN-R2rFKQB7dNFNaMff50hrPr2fhd_haAPcF_SOL87NS3CfRDmA2xdyB4idD-C7jzi0J9LQxlxoSwUvdufNGX50ZMgKocgcYpjsud8CqorHRqxjmgrSi9kA%26response_mode%3Dform_post%26nonce%3D638550827308176767.ZjY1OGFmMDItYzA4Ny00NjZhLWI0MDctNzUzMTdjOWU4ZTZmOTU4ZWExZTYtMzNkNy00YWUzLTk5YWUtZTc3OGY3ZTI2NTE5%26acr_values%3Dbranding%253Atrue%2520showMosaic%253Atrue%2520customerBranded%253Afalse%2520selfRegistration%253Atrue%26x-client-SKU%3DID_NET472%26x-client-ver%3D6.35.0.0


 

 
 

 
 
 
This will open up the boxes where you will enter the applicant’s name and email address, 
then select ‘Next’.  

 

Please note: The KYP system will notify you if a candidate with the same name already has 
a profile on the system. If you wish to send the application to the existing applicant profile 
you need to select their name from the list. Otherwise select ‘Create new’ to create a new 
person.  



 

Confirm the name of the organisation requesting the check. You can fill this in manually or 

click the option from the list beneath the search bar.  

 

 

 

On the next screen under the ‘profiles’ select the check you want to carry out on this 
candidate (The only option that will appear on this screen is ‘DBS Enhanced Criminal 
Record Check’). Once you have selected this check you will then need to select the role you 
wish to carry out the DBS check under. When you select the role the system will 
automatically apply the right level of check (e.g. A coach requires the children’s barred list so 
this will be added to the check).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
Further down the page you will need to select that the applicant is completing the application 
and then enter and confirm the applicant’s email. (Please note if you selected the applicant’s 
profile from a previous application then you will not be able to change the email address. 
You would need to go back and set up a new application). Finally select ‘Create Application’, 
this will send an activation email to the applicant.  
 
 

 
 

 

 

 

 

 

 

 

 
 
 
 

 

 

 
Resending activation emails 
 

We recommend that you ask individuals to check their junk inbox first as often these emails 
may end up there by mistake. If an individual does not receive an activation email for their 
application, you can resend this.  
 
Select ‘Manage Applications’ from the dashboard. Find the individual’s application from the 
list and click on their name.  
 
 
In the top right-hand corner of the page there is ‘Activation Email’, click this. It then asks if 
you are sure you want to resend this, if you still want to send the email select ‘Resend’.  
 

 

 



 

 

 

 

 

 

 

 
 
 
 
Verifying an application 
 

When the applicant has completed their side of the application you will need to log back into 
your Know Your People account to verify the application.  
 
On the dashboard, go to manage applications to find the individuals application you are 
wanting to verify. Once you have found the individual, select their name and it will open up a 
new page.  

 

Scroll down the page until you reach the ‘Verification Document Selection’ section. Here you 
will see the three documents that the applicant has selected to be verified. You will need to 
compare the information they have inputted for their documents against that on the original 
ID documents you have seen.  
 
If all the information matches the ID documents you’ve seen and the details given on the 
application (e.g. applicant position, volunteer yes/no, applicants name etc.) are all correct 
then select ‘Confirm Verification’ and then ‘Submit’.   
 



 

If any of the details do not match those inputted by the applicant, then you can either select 
‘Change verification document selection’. You will be asked to select the three ID documents 
they have provided then input the information as requested. Once you have done this select 
‘Confirm Verification’ and then ‘Submit’. Alternatively, you can select ‘Reject Check’ then 
‘Submit’, this will reject the application back to the applicant to make the required changes. 
Once they have done this it can then be submitted to be verified again.  

 
 

 



 

Renewing a DBS check 
 
The renewal of a DBS check is carried out in the same way as setting up a new DBS check. 
However, if you have carried out a DBS application for the individual before in the KYP 
system then they should show as already having an account when you input their name. 
When the applicant appears in the list select their name and this will then take you through 
the same process outlined above.  

 

Please Note: If an applicant has changed their email address since their profile was set up 
then you will need to select ‘Create New’ to set up a new profile. You will not be able to 
change the email address on the previous profile.  


