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M Y A T H L E T I C S   |   U S E R  G U I D E  

How to apply for a DBS 
A step-by-step visual guide from your myAthletics profile to your completed check. 

      
 
The process takes 52 short steps across 6 stages. Every step has a screenshot and a plain-English 
instruction, so you can follow along on screen. This guide shows the process on a computer; the 
same steps apply when using your phone. 

Before you start: what you’ll need 

Your identity documents 

Your passport and driving licence, if you have them. 
Your Biometric Residence Permit or National ID 
Card, if you have them. 
Other accepted options include a Citizen Card, Post 
Office PASS card or Young Scot card. 

 
Your address history 

Your current address plus a full 5 years of address 
history. 
There should be no gaps. Include term-time 
addresses if you were a student. 

   

Your personal details 

The full name you are officially known by (for 
example, enter Mike as Michael). 
Your National Insurance number, if you have one. 
Details of any convictions or cautions, if applicable. 

 
Your email and a camera 

Access to your email: a verification code is sent 
every time you log in to First Advantage. 
A phone or computer with a camera for your 
document and face scans. 

Your journey at a glance 

1 Start in myAthletics Steps 1–4 
Log in, answer the DBS questions and 
request your DBS. 

2 Set up First Advantage Steps 5–12 
Follow the email link, create your account 
and log in. 

3 Give your consent Steps 13–16 
Read the welcome page and agree to the 
statements. 

4 
Verify your identity with Yoti or 
Post Office 

Steps 17–42 
Check your passport, a second document 
and scan your face – or verify in person at 
a Post Office. 

5 
Complete the DBS application 
form 

Steps 43–47 
Enter your personal details, addresses 
and contact details. 

6 Check, submit and finish Steps 48–52 
Review everything, submit and wait for 
your result. 
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S T A G E  1  O F  6    ● ○ ○ ○ ○ ○    Steps 1–4 

Start in myAthletics 
Log in, answer the DBS questions and request your DBS. 

 

S T E P  

1 

Login to MyAthletics Portal 

Log into your myAthletics portal and complete the DBS requirements shown below. 

You can find this within your profile or within your My Coach/Official Licence. 

 

 

S T E P  

2 

Complete the DBS Questionnaire 

Answer the questions shown on screen. 

If you are within a role that requires a DBS or self declaration, you will need to answer these 
questions. 
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S T E P  

3 

Apply for DBS 

Click ‘Apply for my DBS’. 

 

 

S T E P  

4 

Successful application message 

Please check your email for a message from First Advantage. 

If you do not receive this message, please contact enquiries@englandathletics.org 
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S T A G E  2  O F  6    ● ● ○ ○ ○ ○    Steps 5–12 

Set up First Advantage 
Follow the email link, create your account and log in. 

 

S T E P  

5 

Check your email & click on the link 

Click on the link in the email to go through to the First Advantage system. 

 

 

S T E P  

6 

Register for First Advantage 

Complete the details requested to register for the First Advantage system. 

 

 



How to apply for a DBS  |  User guide Page 5 of 30 

 
S T E P  

7 

Register for First Advantage 

Once you have entered your email and password, click ‘Create Account’. 

 

 

S T E P  

8 

Login to First Advantage 

Congratulations, you have created an account. Click ‘Login’ to begin your DBS 
application. 
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S T E P  

9 

Login to First Advantage 

Enter the email and password you created on the previous screen. 

 

 

S T E P  

10 

Login to First Advantage 

Click ‘Login’. 
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S T E P  

11 

Verification code 

Check your email and enter the code that has been sent to you, then click ‘Login’. 

Every time you log in to First Advantage you will be sent a code by email to verify your identity. 

 

 

S T E P  

12 

Pending Applications 

Once you are logged in you will see an application ready to start. Click ‘Complete this 
Application’. 
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S T A G E  3  O F  6    ● ● ● ○ ○ ○    Steps 13–16 

Give your consent 
Read the welcome page and agree to the statements. 

 

S T E P  

13 

Begin Identity & DBS Check 

Read through this page and click ‘Continue’ when you are ready. 

 

 

S T E P  

14 

Consent to the Statements 

Scroll down the page and check the two boxes consenting to the statements. 
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S T E P  

15 

Consent to the Statements 

Check both of these boxes. 

 

 

S T E P  

16 

Agree to Statement 

Click ‘Agree’. 
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S T A G E  4  O F  6    ● ● ● ● ○ ○    Steps 17–42 

Verify your identity with Yoti 
Check your passport, a second document and scan your face – or verify in person at a Post 
Office. 
 
Watch a video of how to verify using your phone here. 

 

P A R T  A   |   G ET  ST A RT E D  W IT H  Y OT I  

S T E P  

17 

Identity Check 

Before you can complete the DBS you need to complete an identity check through 
Yoti. Click ‘Get started’. 

 

 

S T E P  

18 

Identity Check 

Read the information and click ‘Continue’ when you are ready. 

 

https://vimeo.com/1239517452/f1d56448c3?share=copy&fl=sv&fe=ci
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S T E P  

19 

Identity Check 

Read the information and click ‘Continue’ when you are ready. 

Have your identity documents ready. 

 

 

S T E P  

20 

Identity Check 

Choose how you want to complete the check: scan the QR code to move to your 
phone, or click ‘Continue on this computer’. 

The easiest way to complete this is on your phone, but you can also do it on your computer. This 
guide shows the computer version – the same steps apply on a phone. 
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S T E P  

21 

Identity Check 

Select the issuing country of your document. 

 

 

P A R T  B   |   P A S S P O RT  C H E C K  

S T E P  

22 

Passport Check 

If you have a passport, select ‘Passport’ and click ‘Continue’. 
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S T E P  

23 

Passport Check 

When you have your document ready, click ‘Take photo’. 

 

 

S T E P  

24 

Click the Allow this time button 

Click ‘Allow this time’ so the camera can be used. 
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S T E P  

25 

Passport Check 

Hold your ID up to the camera and click ‘Take photo’ (or upload a photo if you are 
using your phone). 

 

 

S T E P  

26 

Passport Check 

Check the image is clear. If not, click ‘No, retry’. If it is clear, click ‘Yes, they’re clear’. 
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S T E P  

27 

Passport Check 

Check your name is spelled correctly. If it is wrong, click ‘No, update name’. If it is 
correct, click ‘Yes, continue’. 

 

 

P A R T  C   |   S E C O N D  D O C U M E NT  C H E C K  

S T E P  

28 

Second Document Check 

First Advantage needs to check two documents to complete the digital check. Click 
‘Add document’ to add another. 
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S T E P  

29 

Second Document Check 

Select the issuing country again. 

 

 

S T E P  

30 

Second Document Check 

Select another form of identity and click ‘Continue’. 
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S T E P  

31 

Second Document Check 

When you have your document ready, click ‘Take photo’. 

 

 

S T E P  

32 

Second Document Check 

Hold your ID up to the camera and click ‘Take photo’ (or upload a photo if you are 
using your phone). 
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S T E P  

33 

Second Document Check 

Check the image is clear. If not, click ‘No, retry’. If it is clear, click ‘Yes, they’re clear’. 

 

 

S T E P  

34 

Second Document Check 

Now position the back of your driving licence and take the photo. 

Hold your ID up to the camera and click ‘Take photo’ (or upload a photo if you are using your 
phone). 
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S T E P  

35 

Second Document Check 

Check the image is clear. If not, click ‘No, retry’. If it is clear, click ‘Yes, they’re clear’. 

 

 

S T E P  

36 

Second Document Check 

Check your address is correct. If it is wrong, click ‘No, change address’. If it is correct, 
click ‘Yes, continue’. 
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P A R T  D   |   F A C E  S C A N  

S T E P  

37 

Face Identity Check 

Now you have scanned your documents, you need to scan your face. Click ‘Continue’ 
when you are ready. 

 

 

S T E P  

38 

Face Identity Check 

Scroll down the page to consent to Yoti using your image in line with their Privacy 
notice. 
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S T E P  

39 

Face Identity Check 

Agree to the statement and click ‘Continue’. 

 

 

S T E P  

40 

Face Identity Check 

Click ‘I’m ready’ when you are ready. 
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S T E P  

41 

Face Identity Check 

When you are ready, click ‘Start scan’. 

 

 

S T E P  

42 

Face Identity Check 

You have now completed the identity check. Click ‘Continue’ to start your DBS 
application. 
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S T A G E  4    |    A L T E R N A T I V E  R O U T E  

Verify at a Post Office instead 
If you were unable to verify your documents using Yoti, your identity documents can be 
checked in person at a local Post Office branch. 

 

Verification steps 

 

 

 
   

1.  After you submit 

After submitting the application, applicants are 
advised that an email will be sent to their inbox 
with further instructions. The email will include 
a PDF attachment including a QR code. 

 2.  Take your documents and QR code 

The applicant can then simply take their ID 
documents to their selected branch along with 
the QR code. 

The code can be scanned directly from a 
device screen, or printed out before visiting the 
branch. 
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S T A G E  4    |    A L T E R N A T I V E  R O U T E  ( C O N T I N U E D )  

What happens next 

 

 

Verified in branch 

Once the Post Office has successfully verified 
the documentation, the application is moved 
directly into the Countersigning stage, with no 
further steps required. 

 QR codes are one-time use 

If the application is rejected by either the Post 
Office or the Countersigning team, a fresh QR 
code is needed. It will again be sent by email. 

 

 
Once verified, the application shows as ‘Awaiting countersign’. 

 



How to apply for a DBS  |  User guide Page 25 of 30 

S T A G E  5  O F  6    ● ● ● ● ● ○    Steps 43–47 

Complete the DBS application form 
Enter your personal details, addresses and contact details. 

 

S T E P  

43 

DBS Application 

Complete your details on this page. 

Gender, Title, First name, Middle name, Surname, Date of birth, Town of birth, Country of birth, 
Nationality and any previous names. 

 

 

S T E P  

44 

DBS Application 

If there are gaps in your address history, follow the steps to add another address. 

You need to provide addresses for the last 5 years. 
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S T E P  

45 

DBS Application 

Keep scrolling down the page. 

 

 

S T E P  

46 

DBS Application 

Enter your phone number and National Insurance number if you have one. 
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S T E P  

47 

DBS Application 

If you have any convictions or cautions, click ‘Yes’ and answer the questions. If you do 
not, click ‘No’ and then ‘Next’. 
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S T A G E  6  O F  6    ● ● ● ● ● ●    Steps 48–52 

Check, submit and finish 
Review everything, submit and wait for your result. 

 

S T E P  

48 

Final detail check 

Check all the details on this page. 

 

 

S T E P  

49 

DBS Declaration 

Check both declaration boxes before clicking ‘Confirm and Submit’. 
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S T E P  

50 

Application Submitted 

You can return to your dashboard here. 

 

 

S T E P  

51 

Profile Dashboard 

You can check applications that are in progress or completed here. 
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S T E P  

52 

DBS Completion 

Once your DBS has come back complete you will receive this email and your 
myAthletics portal will be updated. 

If your DBS discloses criminal records, cautions, warnings or police intelligence, England Athletics 
Safeguarding will be in touch with you. 

 

 

You’re all done! 

Your DBS application has been submitted. Need help or didn’t receive an email? Contact 
enquiries@englandathletics.org 
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