Swim
England

Know Your People — Applicant
Guide

Once you have received your activation email to access your application you will have
access to the Know Your People DBS service to complete your application. Every time you
login to your application you will be sent a code as part of two-factor authentication. This will
be sent to the email address your application is set up under.

If you have not received your activation email, please contact your club/swim school to
request that this is sent to you.
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KnowYourPeople <noreply@knowyourpeople.co.uk>

KnowYourPeople - Account Activation
To  Jessica Willett

@ Ciick here to download pictures. To help protect your privacy, Outiook prevented automatic download of some pictures in this message.

Hello jessica,

Swim England has requested that you complete an application through KnowYourPeople.

A user account has been created for you using this email address.

Please use the following access link to activate your account. See further below for the link to access the system once your account has

been activated.
https://app.k le.co.uk/users/activate/JCFPFBnXBYBp8S7Kaozc7g2

If you experience any issues when clicking the above link, please copy and paste the link into your browser.

Please be assured that the protection of your privacy and the confidentiality of your information supplied to us is given the highest
priority.

After your account has been activated, KnowYourPeople is accessed at https://app.knowyourpeople.co.uk/

To assist you in completing your application we have a Quick Start guide: https://app.knowyourpeople.co.uk/help/quickstartapplicant
and online help is available once you have activated your account.

If you have any queries regarding this request, please contact the KnowYourPeople Support Team.

Please note KnowYourPeople is optimised for Google Chrome or Internet Explorer 11 or higher. For the best user experience, we

Click below for KYP login page.

Know Your People - Login


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

Completing your application

Once logged in, select ‘Dashboard’. A page will appear like the one below. Select ‘Complete
this application’

ik First Advantage | KnowYourPeople Dashboard  Manage=  Help a

Good Morning, jessica!

Your Applications Messages
A There Is 1 application awalting action by you show submitied applications  Online Support
Hyou need help click the "Chat with an Espert” balow
Awaiting Action Since 4 Jul 2024 i

H. 0BS Enhanced Criminal Record Check

Complete this application

On the next page ensure you have the required information for the application as stated. If
you do select ‘Continue’.

Ay g
il First Advantage | KnowYourPeople Dashboard ~ Manage = Help )
i
Welcome Details
Your Application Before You Begin
You have been asked to complete this application Itis impartant that you have the information required for your application to progress. The checks within
by Swim England. this application require you to provide the following information
During this process we will collect your details to v Your full name that you are officially known by i.e Mike should entered as Michael

perform the following checks:
+ Your current address + 5 years address history
DBS Enhanced Criminal Record Check

+ Your passport and driving licence (if you have these) as well as Identity documents as required by the
DBS as part of verification
Full details can be found here.

If you don’t have any of the details or documents listed above please contact your organisation
before continuing.




You then need to read the ‘Statement of Fair Processing’ and if you are happy, tick the
boxes as required and select ‘Agree’ at the bottom of the page. If you do not agree please
select ‘Decline’.

Next, you will be required to input your details including names, historical names, address,
birth details etc.

Save Details

Application Form

Name
Gender

Please enter your name and associated
details. Male | Female

Shortened names, nicknames and initials

should not be used unless these are stated on Title
your Identity Documents.
For DBS applications. A confidential checking [ Mr | Mrs | Miss | Ms } [ Others M ]

process exists for transgender applicants who
do not wish to reveal details of their previous
identity to the person who asked them to
complete an application for a disclosure. Jessica

Please contact the Sensitive Team on

sensitive@dbs.gsi.gov.uk

First name

o . Middle names
Your organisation can then remove this check
from your application if needed. [ Middle name ]
Surname
[ Willett ]

When inputting your address you will need to input your postcode, select ‘Find Address’.
This will bring up a list of addresses where you can select yours from the list. If your address
does not appear in the list, select ‘Enter Manually’ which will allow you to type your full
address in the boxes displayed.

If your address is outside of the UK please select ‘Address outside of the UK?’ (This is
underneath the postcode search). Some boxes will then appear to allow you to input your
address.

{3 First Advantage | KnowYourPeople Dashboard  Manage ~  Help &
o i
Application Form s Dews
Address

Please enter the details for your current address
Afull 5 years addre
s

here you have lived

then you should provide the detalls of

emergency accommodation during this
e me you were

enter the name of the shelter/home y

time.
living in.

Birth Details Date of Birth
Information is required about you at the time of your DD 7 MM/ YV
birth.

Tawn of Birth
Country of Birth

Birth Nationality

-



5 years of address history is required. If you have lived at your current address for less than
five years then the screen will appear like the one below. Select ‘Add Previous Address’ to
allow you to add any other address you have lived at in the past 5 years.

5 years ago Today
5 years ago Today
N Today ASA I'd
Today ASA &
3 QAKWOOD DRIVE ELnggggo[ﬁs‘\f
LOUGHBOROUGH
LE11 3QF LET1 3QF
UNITED KINGDOM UNITED KINGDOM
I
15 Apr 2022 1 yeor, 2 months and 19 days 4Jul 2019 5 years
14 Apr 2023 v Thanks, you have entered enough addresses
Please enter your address prior to 14 Apr 2023
We have enough address history to cover the 5 years required for your application. However if you
have lived in any other addresses during this time please alsa enter those.
Add Previous Address
4)ul 2019
5 years ago Add Additional Address

“Address history’ should cover 5 years

Once you have input all the details as requested select ‘Next'.

Please note: If you wish to come back to your application at a later date you can click ‘Save’
in the top right hand corner of the page. It will then save the details so when you log back
into the application you will not need to input the details again.

This stage requires you to check that the position on the DBS check is correct and answer
the question ‘Are you a UK national?’ Once you have completed this section select ‘Next'.

il First Advantage | KnowYourPeople Dashboard  Manage > Help &
DBS Criminal Record Check Verification Process e

As part of the DI
steps will need i

riminal Record check verification process. you will need to provide documentation to prove your identity. The documentation selected in the following
€ presented at the verification meeting.
Position

Your DBS check will be processed under the position detalled below. Sheuld this be incorrect, please re-contact the organisation that you will be working with or for, for
anfirmation an whether you should continue with this application.

Position Title Club Welfare Officer

Disclosure Level  Enhanced
Workforce Type  Child Workforce
Volunteer Yes
HomeBased  No
BarredList  DBSChildren's Barred List
Are you a UK national? ves  No
osck =

This will open up the page where you need to select the three ID documents you wish to use
as your verified documents. You will need to select at least one document from group 1
(Please note: you can select more than one ID document from group 1) and then the
remaining documents can be selected from group 2a and 2b.

Please note: You can use ID documents that are in your previous name, however you will
need to supply at least one ID document that is in your current name.

Once you have finished selecting your documents it will then take you through each
document you selected requesting you to input information from that document.



DBS Criminal Record Check Verification Process Dz

# > Appications 5 SEOMVEWY

As part of the DBS Enhanced application process, you must provide a range of ID documents that you are abie to present to the verifier. Please make sure that your documents
match the eriteria specified next to the document and also the below criteria:

« Atleast one document contains your current address

« Atleast one document provides your Dete of Birth

« All documents must be in your current name
Note: the verifier vill need to be in physical possession of the documets you have selected. All documents must be original, photocopies and documents downloaded from

the internet cannot be accepted.

Please select the documents you own and can present during verification.

Group 1
Passport CEEITTEEER)  Biometric Residence Permit
- lIssuedin the UK
<@
CITTTEEEEEY  Driving Licence - Photocard ST Birth Certificate
- Must be current and valid - @ -
e | « Issued inthe UK, lsle of Man or Channel Islands — — of Man or Channel Islands -
* Mustbe a photacard driving licence (not the paper including those issued by UK authorities overseas,
courterpart) for example embassies, High Commissions and HM
« Full or provisional ————] Forces
[E— Adoption Certificate
- w - » lssued in the UK or the Channel Islands
Back | cannat select any of these documents

The final stage of the application is to check all the information you have inputted is correct.
It will show you a summary of all your information, if all of it is correct go down to the bottom
of the page to complete the declaration. You will need to tick the box to say you agree,
select ‘Confirm Declaration’ and then click ‘Confirm and Submit’.

Please Confirm Your Details s

Valid From 22 Nov 2019

Birth Certificate
— - ssued within 12 months of bth
=gy = Date of lssue 16 Apr 200 o lssued in the UK, Iske of Man or Channel Islands - ine

ar example smbassies, High Com

gthose issued by UK
issions and HM

change Verification Document Selection

n the button below.

Plase an tion meesing

DBS Declaration by applicant
| declare thet | have provided complete and true information in support of the application and | understand thet knowingly meking 2 false statement for this purpose.
153 criminal affence.

I cordier the documents thas | have chosen o provide for the verfication meeting meet the below critena:

idress
te of Birth
ame

* At least one documen
= AT least one document pro
= All documents must be in your curren:

v Confirmn Declaration




Once your application has been successfully submitted the screen below will appear. You
will now need to provide the club/swim with the three original ID documents you selected so
they are able to verify your application and it can be submitted to be processed.

I First Advantage | KnowYourPeople

Thank you

Your application has been submitted

What happens next?

Make a change



