
 

 

 

 

 

 

 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

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.  
 

 
 
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.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 

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.  
 
                                                          

 
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’.  
 

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.  
 

Sufficient address history Not sufficient address history 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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’.   
 

 
 
 
 
 
 
 
 
 
 



 

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.  
 

 

 


