E-submissions for disclosures through Access NI


Access NI electronic service is now up and running and First Standard accepts both Enhanced and Standard applications submitted via this method.

The first step is for the Applicant to Create an account on NI direct, follow this link: https://accessni.nidirect.gov.uk/Account/LogIn.   Once the account is created the user will receive an email inviting them to activate their account by clicking on the link given. (There is no charge for this)

For Enhanced Disclosures, click on the following link: 
https://www.nidirect.gov.uk/services/apply-online-enhanced-check-through-registered-body 
1. Enter the PIN number 905853, which will confirm First Standard as the Selected Body and Christopher Guy Elliot-Newman as the signatory.
2. Complete the online form.   Please remember to enter the name of the organisation which has asked you to submit the application under the heading organisation reference
3. Once you have submitted the form, you will receive a ten-digit reference number.  Make a note of it and enter it on the PIN Notification and ID Validation Form (see bottom of this page).
4. Give that form and your ID documents to your employer so that they can complete the ID Validation Form and forward it to checks@firststandardltd.co.uk

If you need any help, Access NI has published Applicant Guidance for Enhanced e-application:  https://www.nidirect.gov.uk/sites/default/files/publications/accessni-guidance-enhanced-check-application-online.pdf 

For Standard Disclosures, click on the following link: 
https://accessni.nidirect.gov.uk/CitizenStandardApplication/SignatoryCode 

1. Enter the PIN number 905853, which will confirm First Standard as the Selected Body and Christopher Guy Elliot-Newman as the signatory.
2. Complete the online form.   Please remember to enter the name of the organisation which has asked you to submit the application under the heading organisation reference
3. Once you have submitted the form, you will receive a ten-digit reference number.  Make a note of it and enter it on the PIN Notification and ID Validation Form (see bottom of this page).
4. Give that form and your ID documents to your employer so that they can complete the ID Validation Form and forward it to checks@firststandardltd.co.uk

If you need any help, Access NI has published Applicant Guidance for Standard e-application: 
https://www.nidirect.gov.uk/sites/default/files/publications/accessni-guidance-standard-check-application-online.pdf 
First Standard will receive the Application form electronically for checking.   
Employers please note: when sending the ID Validation Form to First Standard, please make sure to tell us the job title for the applicant.   Once the ID Validation has been confirmed as completed, Christopher will sign the application and send it to Access NI for processing.   

Access NI will normally send a Disclosure Certificate to the Applicant within a few days.   
First Standard will receive notification that the Certificate has been issued and confirmation if it contains any Disclosure information, and will advise the employer accordingly.

PIN Notification and ID Validation Form: To access the form below, download and save this form to your desktop, then (double click the icon below, download and print).
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Applicant instructions



1. Go to www.nidirect.gov.uk/accessni .



2. Register your account by creating a user ID and password [keep these details safe as you will need them to track the progress of your case].



3. Once you have successfully logged in, you will see the main menu page on screen ‘Apply for Disclosure Certificates’



4. Choose the Enhanced option.  



5. Enter the PIN number below at Step 1 of the form completion



		9

		0

		5

		8

		5

		3







6. Complete the remainder of the form and click on SUBMIT to finish the on-line process.



7. You must note the 10 digit AccessNI reference number in the boxes below:-



		Application Reference[footnoteRef:1] [1:  This is the 10 digit case reference number provided on the confirmation page and email when the applicant completes their details on the AccessNI on-line system.] 


		

		

		

		

		

		

		

		

		

		

		







8. Return this form to the person who asked you to complete the AccessNI application. 





Identity validation



Three documents should be produced in the name of the applicant; one from Group 1 and two from Group 2.  If this is not possible, then four documents from Group 2 should be produced, one of which being a birth certificate issued after the time of birth.  At least one of these documents should be photographic identification and one should give proof of current address.

		

Applicant details as they appear on the ID documentation provided:



		Full name

		

		………………………………………………………………………………..



		Date of Birth

		:

		

		

		/

		

		

		/

		

		

		

		



		

		



		Current postcode

		:

		

		

		

		

		

		

		









I confirm I have seen the original ID documentation as indicated on the attached sheet.



		Date of ID check

		:

		

		

		/

		

		

		/

		

		

		

		



		Signed

		:

		……………………………………………………………………….



		Name (Capitals)

		:

		……………………………………………………………………….











		GROUP 1

		GROUP 2



		

		Current passport (any nationality)

		

		Birth certificate (UK, ROI, Isle of Man or Channel Islands) issued after time of birth



		

		Biometric Residence Permit (UK)

		

		Marriage/Civil Partnership Certificate (UK, Isle of Man or Channel Islands)



		

		Current driving licence (UK, ROI, Isle of Man, Channel Islands or any EU country)

		

		HM Forces ID card (UK)



		

		Original birth certificate (UK, Isle of Man or Channel Islands) issue at time of birth

		

		National Insurance Card or notification letter with NI number (UK)



		

		Original long form Irish birth certificate –issued at time of registration of birth

		[bookmark: OLE_LINK1][bookmark: OLE_LINK2]

		Firearms licence (UK and Channel Islands)



		

		Adoption certificate (UK, Isle of Man or Channel Islands)

		

		Bank / Building Society Account Confirmation Letter



		















































		

		Electoral ID card (NI only)



		

		

		EU National ID card



		

		

		Cards carrying the PASS Accreditation logo (UK and Channel Islands)



		

		

		Senior SmartPass (Translink) (NI only)



		

		

		Current UK driving licence (old paper version)



		

		

		Examination certificates (16-18 year olds only)



		

		

		Bank/Building Society Statement (UK or EEA)*



		

		

		Credit card statement (UK or EEA)*



		

		

		Utility Bill (UK or ROI)* – not mobile phone



		

		

		Benefit statement (UK)*



		

		

		Addressed payslip*



		

		

		Mortgage statement (UK or EEA)**



		

		

		Financial statement (UK)**



		

		

		P45/60 statement (UK and Channel Islands)**



		

		

		Land and Property Services Agency rates demand (NI only)**



		

		

		Work Permit/Visa (UK) (UK Residence Permit)**.



		

		

		Letter from a Head Teacher or Further Education College Principal (16-18 year olds in full time education – only to be used when other documentation routes are exhausted)**









THIS FORM SHOULD BE FORWARDED TO FIRST STANDARD LTD, EASTBURN, SOUTH PARK, HEXHAM, NE46 1BS

checks@firststandardltd.co.uk 
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