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How To Complete Section Y on a
Standard/Enhanced DBS Application
This guide provides a straightforward process for completing Section Y on a Standard
or Enhanced application, ensuring you understand the necessary steps and options
based on your eligibility. It simplifies the selection of application types and workforce
categories, making it easier to navigate requirements specific to roles involving
children. By following these steps, you can efficiently complete this section and
receive confirmation of your submission, streamlining your application process.

1 Click To Action from the Dashboard

https://www.teammatrix.com
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2 Click on the 'Name' or 'Our Ref' of the application you require

3 You can view the 'Position Applied For' entered by the candidate within the
'Candidate Details' section
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4 Click Complete Section Y from the Summary tab

5 You can now select Standard or Enhanced as the 'Application Type' depending on
eligibility for this application
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6 Select the relevant workforce from the 'Workforce' field

7 Select Yes/No for whether the candidate is working with children
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8 Select Yes/No for whether the candidate is working with adults

9 Select Yes/No for whether the candidate is working from their home address
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10 Select Yes/No for whether the candidate is a volunteer.

If 'Yes' is selected, guidance will be provided on-screen to clarify whether they
meet the classification of a volunteer or not
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11 If a DBS Adult First check is also required, select 'Yes' for this question.

Note however, these incur an additional charge and are only relevant in certain
circumstances for specific sectors
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12 Any additional information you would like to provide to support the level of check
required can be entered in the 'Additional Information' section

13 Click Save



Made with Scribe - https://scribehow.com 9

14 A thankyou message will be displayed on-screen confirming this section is
complete


