REGISTERED BODY E-APPLICATIONS

Morthern Ireland

Information for applicants completing an application

Before you start completing the form, you should have the following information to hand:-
e National Insurance Number (if you have one)
e Driving Licence (if you have one)
e Passport (if you have one)
e Addresses at which you have lived in the past 5 years (along with corresponding dates)

1. This e-application form is easy to complete. If you have all the information required it should take
less than 5 minutes. Just complete each box as it appears, and follow the instructions on-screen.

2. You have selected to complete this e-application because you want to register your organisation as
an approved AccessNI Registered Body for the purposes of submitting Standard / Enhanced checks to
AccessNI. To make a Registration application, you must first go to AccessNI Applications page on the
NI Direct website, www.nidirect.gov.uk/accessni. Select the option Apply to become a registered
body. You will be taken to following web page.

You are here: Crime, justice and the law > AccessNI: Criminal record checks > AccessNI applications >

Apply to become a About AccessNI >
Reg istered Body ccessNl applications
< < , * Apply for an enhanced check
Only registered bodies are authorised to send standard and enhanced through a Registered Body
checks to AccessNI. The application to become a registered body must ’ i
be completed by an appropriate person in the organisation that wishes * Apply for a basic check as an
to become a registered body. individual
- A for a basi eck through a
Before you start Responsible Body
To apply for registration, a senior staff member must provide specific, accurate - Apply for a standard check
information which includes: through a Registered Body
» the name of the proposed lead signatory = Apply to become a Registered
- the type of business and details about what the organisation does Body
- jobs and positions the organisation intends to require checks for
» confirmation that the organisation will require at least 20 applications every AccessNI turnaround times )
Vel AccessNI individuals >
The senior staff member will be the organisation’s lead signatory and et e o £ >
AccessNI's immediate contact. AccessNI application )
forms
Apply to become a
registered body = > AccessNI checks >
AccessNI filtering >
If Accesshl approves the application, the organisation must pay the £150 AccessN| advice.
registration fee to AccessNl complaints and disputes >
f - - - Find an Umbrella bod >
Guidance for making an application - %
AccessNI fair treatment >
3. Click on . If you have previously submitted an AccessNI

application and already have an account, you can directly log in to this. If not, you will have to
create an account. Separate guidance is available on creating an account.

4. The create account/log in page is as follows:-


http://www.nidirect.gov.uk/accessni

AccessNlhome Register Login

I-]idirect AccessNI

government services

Log in to AccessNI

* Indicates a required field

Login Create an account

% Email
Create an account

* Password

I've forgotten my password

Request activation email

€ Internet | Protected Mode

Once you have created your account you can log in to your account, by keying in your email address
and password, and commence processing your application. The first page of the e-application will
look like the following:-

nidirect AccessNI

government services

—n 2 3 4 5 6 7 8 9 10

Registered body application - Step 1 of 10

‘:f_,' After completing each page, your information is automatically saved.

* Indicates a required field

Registered body details

# Organisation name

#* Umbrella body

An Umbrella Body is an organisation that will be submitting applications to AccessNI on behalf of other employers [ organisations.

C Yes © No

Search for postcade

There are 10 screens in total that you will be required to work through. You will firstly be required to
provide details about your organisation, including the purpose of the organisation and confirmation
that the organisation has legislative entitlement to obtain standard / enhanced checks. AccessNI
may contact you to seek clarification or confirmation of these details.

A fee of £150 is payable for this application. AccessNI will issue an invoice for this fee once the
registration process has been completed; payments terms are 30 days. Step 2 of the e-application
(below) allows you to provide details of a purchase order; if you do so, this will be included on the
invoice:-



8.

10.

nidirect AccessNI

government services

—H 3 4 5 6 7 8 9 10
Registered body application - Step 2 of 10

* Indicates a required field
Registration fee

The fee for registration is £150 00. On completion of successful registration, an invoice will be issued.

Purchase order number
A purchase order number will be printed on your invoice should you supply one. This should be no more than 13 digits.

¢

By progressing this application, you will be become the Lead Signatory for the organisation; you can
change this at a later date if you wish. From step 3 of the e-application you will be required to
provide personal details (name, date of birth, national insurance number, etc).

nidirect AccessNI

EOVEMMEnt Serices

Registered body application - Step 3 of 10

) After completing each page, your information is automatically saved

* Indicates a required field

Lead Signatory details

* Tille

* Surmame / Last name
Enter your current sumarme of last narme

Black

* Forename(s) / First name{s)

A full 5-year address history, along with the dates you lived at these addresses. Overlapping dates
are acceptable, but there can be no gaps in these dates. Once you have completed each screen you

should click the button to continue to the next screen.

There are a number of features available to assist with the Form completion:-

e Help is available to explain what information you have to provide for some boxes.

e The symbol * beside any box indicates that the box must be completed; you will not be
able to progress beyond a page if any of these boxes have not been completed.

e Some of your details used to create your account on NI Direct will automatically populate

the relevant boxes on the e-applications, to save you having to re-key these.

e Drop-down buttons are available to allow for quick select, such as title, nationality, etc.

e A postcode look-up facility is available to assist with keying in current and previous address
details (this only works for UK post codes).

e You will be automatically logged out of your account after 15 minutes of inactivity.



e The e-application will automatically be saved each time you press the button. This
means if you haven’t completed your application, if you wish, you can pick it up where you
left off when you log back in to your account.

At any stage on the application you can click in order to amend / correct the information you
have provided.

Step 9 is the declaration page where you will be required to confirm your understanding of the
declaration.

Registered body application - Step 9 of 10

* Indicates a reguired field

Applicant’'s declaration

Warning: AccessNI may refuse to grant your request to register or become a Lead or Countersignatory if any
incorrect information is provided.

AccessNl must be satisfied that applications for registration are genuine and will check all the information provided.
By ticking the box below, | confirm that:

= the information | have supplied on this form, and additional information | have supplied in support of this registration, may be
passed to other government organisations and law enforcement agencies.

= the information | have given in connection with this application iz full and correct | to the best of my knowledge and belief.

= This organization will process 20 or more applications per annum.

the organization complies with AccessNFs Code of Practice and will address issues raised by AccessNlto ensure adherence to
itz policies.

* | will supphy any additional information that may be required by Accesshl to verify the particulars given and will inform AccessNI|
immediatehy of any changes to these particulars.

* Can ask exempted guestions
Confirmation that the crganisation is entitled to ask the exempted guestions under the Rehabilitation of Offendars (Exceptions) Order {Morthern Irelandy 1579,

i~ Yes © No

#* Countersign exempted question

Confirmation that the organisation is likehy to countersign Disclosure Applications under Section 1134 andior 1138 of Part W of the Police Act 1557 at the request

of bodies or individuals ac)

i~ Yes © No

g the exempted guestions {Umbralls Bodies onby).

* | confirm that | have read and understood the information above
-

* Date of declaration

| |

Upon clinking on the applications will be automatically forwarded to a work
queue for AccessNI to pick up and progress the processing. Step 10 of the e-application is the
Confirmation page. You are required to print off this page and forward it, along with copies of the
relevant Identity Documentation to :-

AccessNI

PO Box 1085
Belfast

BT5 9BD

Alternatively, you can send scanned copies of your Identity documentation, along with confirmation
page to:

accesshi-iddocuments@accessni.gov.uk

It is vital that you provide the confirmation page with your ID documents so that AccessNI can match
these against your e-application.


mailto:accessni-iddocuments@accessni.gov.uk

16. At the time your application is submitted to AccessNI an email is sent to you (example below),
confirming that your application has been forwarded to AccessNI, and providing instructions
regarding supply of Identity documentation.

Thank you. This stage of your application for registration with Accesshll is now complete. Your case reference number is: 1000000466
AccessNl wil check the informatian you supply to ensure t matches the infarmation you have provided on the application.
Inbox 5] Please print this confirmation emall, attach the relevant copies of your identity documentation and send these o Accesshl at:
Stted Accesshl
sentlfal PO Box 1085
Dras Belfast
Vo~ A5 980
Details of the identity documents that you must send to AccessHl are attached in 2 pf document. If you prefer, you can scan copies of your identity documents into your
ur computer and emal these to: You must ensure a copy of this confirmation emal is included in your email. You should note that Accesshl
1 will ot begin to process this case util all the necessary identity documentation has been received, and is verfied.
Ty now
Unable to reach Gmail Organisation name: Grange Services
Please check your
internet connection or Lead signatary name: Black, Paul
company's network o . o
seftngs. Helo Application type: Registered body initial registration
Date: 2710312015 08:35:03
Address Linz 1: Apartment 101, Durham House
Town: BELFAST
Preferred contact number: 02890124578
f Instructions.pdf
I Viewas HTML Dowrload
n

17. Asindicated in the screen print above, your case reference number is provided on this screen. You
should print this screen and keep the number safely in case you need to ask questions about your
application.

18. Once you e-application is received, AccessNI will undertake a series of checks (including criminal
record checks). Once these are complete, and AccessNI is satisfied that everything is in order,
AccessN | will issue an email to the new Lead Signatory providing the following details:

The organisations Registered Body number
The Lead Signatory’s reference number
The Lead Signatories on-line Personal identification Number

Instruction on how to log in to your account and associate reference numbers to your
account.

19. Details of acceptable Identity documentation are as follows:-



Your reference number Is:

Valid ldentity documents

Three documents should be producad In the name of the applieant; one from Group 1 and two from
Group 1 or 2a or 2b. At least one dooument must show the applicant's cument address. I this B not
possible, then four documents from Group 2a and 2b should be produced, one of which belng a birth
carificate Issued after the time of birth. One documant must show the applicant’s curmant adarass,

GROUP 1

[ Cument passpart (any nationally) [ onginal birth certfMoats (UK, 1sla of Man of channel

~ st Fashtare Pl L Islands) Issua at time of birth
[ curent driving licence (UK, ROI, Isle of Man, O fl'”g"';' “'ET‘“‘ITE ”LTD';'::‘ ;&mcm FPRuAn AT
Channiel Islands or any EEA county) e o registration (RO
[ Adoption certfoate (UK, Isle of Man or Channel
Isiands)

GROUP 2a

[ Birth certificate (UK, ROI, 1sle of Man or Channel [ Electoral 1D ¢ard (NI only)

Islands) Issued after time of birth 1 Currerit iing floence pHOtDEErd (Il &
[ Marmiags/Civil Partnership Certficate (UK, ROI, Isle provisional) All counties outsida the EEA

OF MaROF Caime | Istanas) [ curment driving lioence (full or provisional paper
] HM Forges 1D card (UK) version (If Issuad bafore 1908) (UK, Isle of Man,

[ Firearms lligence (UK, Channel Islands and lsk of Channct mknds, EEN)
Man) [ Immigration document, vIsa of work parmit (1ssued
by & counry outside the EEA —valld only I the
applicant Is working In the country that Issued the

dooument)
GROUP 2b
[ Maortgage Statement (UK, EEA) [ Lard and Property Semces rates demand (NI only)
[ Financial statement, for example 1S4, penslon o [ Councll tax statement (Great Britain, Channel
endowment (LK) Istands)

[0 P45 or PE0 statoment (UK, Channal |9ands)
Above documents must be issued within the last 12 months

[ Credit card statemeant (UK, EEA) [J Bank or bullding sockty acoount opaning
[ Bank or Bullding saclety statement (UK, EEA) conTH At SMiRL (LN, EEY

[ Bank or Bullding sockty statement (Outside L TiraNy: 50 grot motila phoneg (L, EEA)
EEA) (Branch must ba In the country whera the [ Benefit statement, for example Child Benefit,
applicant Ihes and works) Pension atc (UK, Channel Isiands)

[ Central of lozal government, govermment aganay, or local counall documeant ghving antitlemant, for example
from the Department for Work and Penskons, the Employment Senvice, HMRC (UK, Channel 1slands)

Above documents must be issued within the last 3 months

[J EU Maticnal 1D card [J Cards camying the PASS accreditation iogo (LK,

I 60+ or Senior (65+4) SmartFass Issuad by Ml o Mai, Chiamma! sares)
Transtink (NI} [ Letter from head teacher or further education

college princlpal (UK for 16 -19 year olds In
L yUink card Issued by Translink (NI) full time edugation — only used In exceptional

clreumstanoas IF other documants cannot be
provided)

[ Letter of sponsorship from future employment
provider of voluntary organization (Mon UK of non-
EEA only for applicants reslding outside UK at tima
of application)

Above documents must be valid at the time of checking

THIS FORM SHOULD BE RETAINED WITHIN YOUR ORGANISATION

20. If you require any further assistance with completion of the e-application you should either contact
the person who asked you to complete the Form, or contact AccessNI on 0300 200 7888.

GUIDANCE END






