
Completing Your Online LTA DBS Application

Additional Support:

For additional support, contact KnowYourPeople 

on either of the following:

t. 0115 969 4953

e. support@knowyourpeople.co.uk

w. https://help.fadv.com/

mailto:support@knowyourpeople.co.uk
https://help.fadv.com/


To start your application for a DBS, please go to the LTA DBS page here and login.

https://www.lta.org.uk/about-us/safeguarding/criminal-record-checks/dbs-application-form/


The activation email will provide some details to the 
applicant regarding the nature of the requested check, 
along with the activation link itself.

Advice on accessing the application –and contact details 
for support –are also included for the applicants’ 
reference.

Example of email sent from KnowYourPeople:



After following the link, applicants will 
need to first confirm their user name 
(which will be their email address)

Also applicants will be required to create 
their own personal password before the 
account can be generated.

Note that guidance for 
password creation can be 

found by clicking this button



Once the account has been activated, 
applicants are prompted to log in using 
their newly confirmed details.

The ‘Login Here’ button will bring the 
applicant to the main login page directly.

With the account login details entered and 
confirmed, the applicant will be able to 
access their profile and complete the 
application form as requested.



KYP will present the applicant with 
relevant information regarding outstanding 
applications requiring action.

Clicking here will launch this application 
process.



Read the information and click ‘Verification Method Selection’.

You can now choose how you would like to verify your documents.



Post Office:

If you choose Post Office, you will be able to input your postcode and select 

the best Post Office which does in-branch document verifications.

Once selected, press ‘Continue’.

Organisation:

If selected, once you have completed the DBS application you will be given 

contact details of both ID Checker/s in your venue and those who have 

asked to check on a county level.

The ID Checkers are volunteers and so they are very kindly taking their time 

out to do this for free.

You are responsible for contacting one of the LTA’s ID checkers to arrange 

for your documents to be verified. The list of ID Checkers can be found on 

the LTA DBS page here. The list will show the following:

•ID Checker contact details for those who can check any venue in their 

county.

•Venues who have an ID Checker – no contact details will be shown, and it 

will be up to the applicant to ask their venue for the ID Checker’s contact 

details. 

Please note: If there are no ID Checkers available, then you will be able to 

change to another Verification Method (e.g. Post Office).

https://www.lta.org.uk/about-us/safeguarding-protection/criminal-record-checks/apply-for-a-dbs/


Payment

You will now need to pay for your DBS



The application form will include 
guidance on the left for each section. 

As seen here, the process starts with the 
applicant providing their name details.

Progress on the application can be saved at any 
time by pressing this icon. The applicant can then 
sign out, and return later to complete the form 
without losing any already submitted details.

If the applicant has any additional 
previous / historic names, they should 
select ‘Yes’ here which will open a new 
window.



The previous name section will provide 
instruction, and allow any names to be 
declared. 

Once names are entered, the main 
application page is updated with these 
details.



For the address section, 5 years must be 
provided with no gaps. The system will 
again provide information on the left.

UK address details can be entered and 
filled automatically using Post Code 
lookup. For non-UK addresses, a 
separate option is provided to manually 
enter information instead.



If a full 5 years has been declared, the 
system will display a green tick, 
confirming that this will be accepted.

Note the Address Timeline 
on the top shows an 
unbroken green line from 5 
years ago to today.



Should an incomplete address history be 
provided, KYP will recognise this 
shortfall, and display an error message 
like the one seen here.

Note that the address bar is now only 
partially filled out in orange, with a gap 
representing the dates which are not 
accounted for.

To aid in the identification of specific 
gaps, KYP arranges the declared 
addresses vertically –with the top 
representing the current address. 

With specific dates and date ranges 
show, the applicant can see at a glance 
where the gap can be found.



The next section deals with the 
applicants birth details.

Both Country of Birth and Birth 
Nationality are declared through a 
dropdown menu.

These dropdown menus are 
arranged alphabetically –but note 
that the ‘UK’ options default to the 
top option for convenience.



The first page will end with the 
applicants’ NI number, (if present), 
and a criminal record declaration.

With all these details entered, the 
page can move forward.



If KYP registers that something is 
missing / potentially incorrect, the 
applicant will see this message. 

Scrolling back up the page should 
reveal the cause of the error with a 
clear message.

In this example, we can see that the 
date of birth was omitted.

Once any errors are resolved, the 
application can move to the next 
page.



This next page deals with the 
applicants’ ID document declaration 
for Verification purposes. 

Note that this process is sometimes 
also referred to as ‘Attestation’ 

As we will see, the form provides as much guidance as possible for 
each step. 

However the link below leads to the full official DBS guidance 
regarding acceptable ID documentation, and is a potentially valuable 
additional resource:

DBS ID guidance

https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-for-standardenhanced-dbs-check-applications-from-1-july-2021


As this status will affect the 
available ID options, it is necessary 
for the applicant to confirm if they 
are currently a UK national before 
proceeding.



The above guidance will be presented to all 
applicants above the relevant ID options.

This details the requirements as laid out by the DBS, 
and ultimately the validity of the application will 
depend upon this guidance being followed.



UK national document view

UK nationals will be presented with the ‘Group 1’ 
documents section, and can select up to 3 
documents from this group.



As documents are selected, the bar at the top will 
update with the current status.

If the applicant cannot provide all 3 documents from 
this group, the button at the bottom will present 
additional options.As soon as the third document is selected, KYP will 

recognise that this fulfils the requirements, and 
move immediately onto the next section.



This is the first part of the expanded document list 
provided if the applicant is not able to use 3 
documents from the first group.



And the final selection if the applicant is struggling to 
provide a valid combination using the other groups.



Non-UK national document view
In line with the requirements of the DBS, (See the previous link for full details), non-UK 
applicants must declare at least one Primary document from the list below before the 
application can be accepted.

Once at least one document is 
confirmed from this Primary 
Group, non UK nationals will 
be able to select their 
remaining documents from the 
same listing we saw for UK 
nationals.



When a valid group of documents is selected, the applicant will be asked 
to fill out specific details for each –with the example here showing the 
passport.

Please see the DBS ID link previously provided for full details of valid ID 
document combinations. –Remember that KYP is built to only allow 
submission of applications that meet those requirements.

As each document is filled out and accepted, the 
applicant can click ‘Next’. With all three completed, 
the process will move forward.

All documents will include specific guidance on the 
left so the applicant understands the requirements of 
each.



Once the ID documents are declared, 
the application is ready for submission.

KYP will display a full summary of all 
declared details, and ID document 
selections for final applicant review 
before submission.

Verification / Attestation document 
selection can be amended using this 
button.

This DBS declaration must be ticked 
and confirmed by the applicant before 
submission is possible.

If any errors are identified, the applicant has a last chance to 
click ‘Back’ to amend their form at this point. Otherwise, 
‘Confirm and Submit’ can be pressed to lock in the details and 
the application will be considered complete, and submitted.



KYP will confirm that the application has been submitted, and 
will advise the applicant if there are any additional steps 
required on their part.
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