From:      FAChecks@TheFA.com
To:          County Verifier
Subject:  FA CRB Online County Verifier Guidance
Thank you for taking on the role of County Verifier for The FA CRB Online Service. You will receive a separate activation email to access the site.  These details are unique so please retain for future reference.
Application for online FA DBS Disclosure

Forward the attached FA CRB County Applicant Guidance document to all non-club based applicants, eg Referees requiring an FA DBS Disclosure.
Once the applicant has completed their personal details and submitted their application, you are required to verify original Identity Documents (ID) and complete the verification process online.  A list of acceptable ID documents is available to download here.  This list is also available to the applicant and verifier within the online application.
Please retain a copy of this email and attachment for future applications.

Online application: step-by-step guide 
Application
1. Forward a copy of the FA CRB County Applicant Guidance to applicant

2. Applicant completes form and submits for verification

3. Applicant arranges verification meeting, ensuring appropriate original Identity Documents (ID) are brought to the meeting and payment or card to pay online if required
Verification 
1. Log onto the online service www.gbg.onlinedisclosures.co.uk 
2. Search for applicant using the search boxes
3. Double click on the applicant’s name to open their application ready for verification
4. Check original Identity Documents (ID) details match personal details
5. Check original ID for authenticity

6. Complete the ID validation fields online
Payment

Non-club based roles: The FA CRB can invoice the County FA or there is an option for applicants to pay online. If you would like the applicant to pay online you need to change the payment method on the summary screen to applicant to pay prior to submission (note: once changed this cannot be reversed for the given application).
Club-based roles: payment online once the verification process has been completed.
        Receipts: if a receipt is required, it should be printed as part of the payment process.

What happens next?
1. Application is submitted to The FA CRB
2. If any additional information is required, this will be requested by email
3. To monitor all your online applications, log onto the website, select All tab and view the status of each applicant

4. Use Online Safeguarding Service via CFA Member’s Services to check for accepted DBS status

5. The applicant will receive a copy of their DBS Enhanced Disclosure in the normal manner

Should you require any further information regarding The FA CRB online service please email FAChecks@TheFA.com or ring 0845 210 8080.

The FA CRB team

