Uploading DBS Certificates and the Update Service

This guide covers the process of uploading DBS Certificates and adding the
Update Service to user profiles. This guide is for:

e Coaches-recommended for all, but required for any coach working with any U18
players

e Safeguarding/Welfare Officers (Club, League or Team level)

o Federation Officials (Board members and national volunteers)

o National Team Management (coaches, athlete support staff, officials, and managers)

The roles above will be required to have DBS Certificates from 1 March 2026, with specific
regulations available on the BSUK website at baseballsoftballuk.com/safeguarding.

All DBS Certificates and Update Service information needs to be updated into an individual
profile. The certificate needs to be updated every year if you have not signed up to the update
service; otherwise the update service date needs to be updated every year.

Sport 80 - Certificate Uploading

1. Everyone starts with a physical copy of the DBS certificate. This is only sent to you
following completion of the DBS application; BSUK/BBF/BSF do not get a copy, which is
why a copy needs to be uploaded. All the DBS information goes on the DBS
Documentation section in the Individual Profile section
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2. Select Add DBS Documentation

Please select the DBS Documentation type you would like to add
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3. Select DBS Check. There are two pages to complete.
4. Thefirst page is the date the Certificate is Issued

DBS DOCUMENTATION DETAILS DBS Documentation Details

Renewal Period 12 months

Approval Information Initially the status of this item will display as 'Pending Approval'. This
is because one of our administrators is required to check the validity
of this item before approving the request to add it to your profile. Upon
conclusion of our checks, the items status will change to either
‘Complete’ or ‘Incomplete’. In cases where applications are
unsuccessful (displaying an ‘Incomplete’ status), please use the
support feature for more information.

Start Date * 2025-11-18

By default, BSUK DBS checks last 12 months.

5. The second page is where you add your number and upload the certificate.

DBS DOCUMENTATION DETAILS Additional Information

ADDITIONAL INFORMATION

DBS Number * | |

DBS Certificate Upload No file selected Choose File i}
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6. Once updated, the information is routed to BSUK to review and approve.

either Complete or Incomplete. If you require more information on the decision made please use the support

We are currently reviewing your request. Upon conclusion of our checks, the items status will change to ‘
feature to contact us.
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Sport 80 — DBS Update Service Details

If you, and it is recommended, have signed up to the Update Service the number and the date
can also be entered.

To load the details, follow the same steps as the certificate. If you already have a certificate on
file, you will be take direct to the Update Service page. You will not be able to add the update
service without a valid DBS certificate in the system.

DBS DOCUMENTATION DETAILS DBS Documentation Details

Document Type * Update Service ¥ v

Renewal Period 12 months

Approval Information Initially the status of this item will display as 'Pending Approval'. This
is because one of our administrators is required to check the validity
of this item before approving the request to add it to your profile. Upon
conclusion of our checks, the items status will change to either
‘Complete’ or 'Incomplete’. In cases where applications are
unsuccessful (displaying an 'Incomplete’ status), please use the
support feature for more information.

7. Once entered, click add selected and the request will be sent to BSUK for approval.
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