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OFFICIAL 

 

All DBS checks are to be completed on-line. All applications that need a DBS check will have to use 

this service unless you have previously registered with the DBS Update Service. The cost is £63.50. 

If you use the Post Office ID checking service, then the fee is £69.50. (Fees as of the 2nd December 

2024). 

To obtain your online DBS check you will need to have a current email address so that you can 

register on the system. If you do not have access to the internet and/or need help getting an email 

address, you can get assistance at Rushcliffe Borough Council Customer Contact Point, West 

Bridgford Library, Bridgford Road, West Bridgford, Nottingham, NG2 6AT. 

You will need to follow the on screen instructions with the main points being reproduced for you in 

this guide. Once you have registered online you will need to bring all supporting documents such as 

your passport and driving licence to the Rushcliffe Customer Contact Point where staff will check 

and verify them against what you have entered online. You will then need to make your payment, 

preferably by card. If you choose to pay by cash you will have to attend a main Post Office. The 

online DBS check is expected to be quicker and in cases of a clear check you will not be required 

to present your disclosure certificate to the Council. 

The basic steps to make an application are as follows: 

1. Go to GBG Online Dislosures (https://gbg.onlinedisclosures.co.uk) 

2. Register your details on the system 

Register on the System 

 

How to Use the On-line Disclosure and Barring Service 

(DBS) Check 
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To submit an application through Rushcliffe Borough Council you will need to use the following 

information: 

PIN NUMBER  139143 

 

To submit an application through the Post Office you will need to use the following information: 

 

PIN NUMBER  139145 

 

Step 1 of 2 

 

Step 2 of 2 

Secret Word  Z4LQX  (use for both Rushcliffe and Post Office applications) 

 

 

 

Before you begin the applicatio 
Please keep your password 

safe, as you will need this to 

verify your documents at 

the Rushcliffe Customer 

Service Centre 
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Before you Begin 

 

  

You can begin your 

application by 

following the 

instructions. 

Select 

Rushcliffe 
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Complete all the questions with your personal details. 
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Your application has been submitted for verification 
 

What you need to bring 

You are required to pay for your application, please make sure you take your credit/debit card with 
you when attending the RCSC. 

You will also be required to enter your password when starting the verification process. The cost is 
£63.50. (The post office charge for verifying your documentation – as of 2nd December 2024 this 
has been set at £69.50.)  

Bring your proof of identity documents. You can print out confirmation of the documentation you 
have chosen, this print out is optional and also provides a complete list of acceptable documents 
should you wish to have alternative documents verified. 

 

 

 

What happens next? 

Please do not make an appointment. Please take your application form and proof of identity 
documentation to the Rushcliffe Borough Council Customer Contact Point, West Bridgford 
Library, Bridgford Road, West Bridgford, Nottingham, NG2 6AT for verification. 

 

Application paperwork must either be posted to: 

Rushcliffe Borough Council 
Licensing Team 
Rushcliffe Arena 
Rugby Road 
West Bridgford 
Nottingham 
NG2 7YG 
 
or emailed to licensing@rushcliffe.gov.uk 
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