
Will receive an email via 

compliance requesting they 

complete the online screening, just 

need to Click here to proceed.

If it is not found in the inbox, 

always check junk folder! 



Candidates must agree to the GDPR and 

privacy polices in order to proceed, they can 

be found via the Uniform Education website. 



Now time to start the 

application by clicking the green 

box!

Take note of the instructions in 

the blue box at the top of each 

section, it contains help notes. 



Please complete all 

sections, and take note of 

the instructions in the 

blue box in regards to NI 

number. 



Please click ‘add address’ to 

complete this section.

If you are not applying for a 

new DBS certificate, then you 

will only need to add your 

most recent address.

If a DBS is needed, it will ask 

for 5 year history.

Once this has been done, you 

can save and proceed to next 

section!
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To find your address, use the 

postcode finder.



Once entered click 

‘find my address’ 

and it will list all 

possible street 

numbers



Once selected the address will 

automatically fill the 

appropriate boxes for you!

If for whatever reason, the 

address cant be found, or there 

is an error, you can also enter it 

manually!

To enter the correct dates you 

lived at each address you need 

to click ‘edit dates’ and then 

enter the day, month and year 

you moved in and if you are still 

there click ‘current’ if not add 

the date you moved out. 

Once complete, click ‘SAVE’



If you need to add 

more addresses you 

will click ‘add address’ 

and repeat the 

previous steps until 

you are finished.

Then click ‘save & 

proceed’ to move on 

the next section!



Academic references-

Please note- Academic 

references are only 

required, if you have 

recently studied!

See blue text box above 

which provides 

instructions. 

If this is required, then 

please select’ add 

reference’ to proceed 

and then follow steps 

provided in the next 

slide. 



Employment 

references:

We need two 

references for your file, 

one MUST be your 

last/current employer 

unless you are still 

studying.

Please click ‘add 

reference’ to proceed.



Complete all the 

relevant sections 

detailing your 

referee’s details 

and then select 

proceed to add 

employment dates.



Add dates of employment in 

the boxes-

Ensure you put start and end 

dates, if they are your 

current employer, please 

tick the box, and leave the 

end date blank.

Then select ‘proceed to 

referee details’



Add contact details for your 

referee in the relevant boxes, 

please ensure you provide 

professional email addresses in 

order to have a verified 

reference. 

Job Role-

Default- standard reference 

template

Agency- if you referee works at 

an agency please choose this 

template

Overseas- if your referee works 

at an overseas business please 

select this template. 

Once completed, save and 

proceed to next section. 



Repeat the above steps to 

add additional referee 

details, and once this is 

completed you can review 

and then click ‘Save & 

Proceed’



This section is not 

mandatory, and you can 

‘save and proceed’ to the 

next step, however if you 

have any gaps in your 

employment/study that are 

over 3 months & not 

detailed on your CV please 

add the information here. 

Just click ‘add activity claim’ 

to add details.



Add dates to and from to 

detail the gap in your 

employment/study 

history. 

If it is to present select 

the tick box, if not add the 

end date.

You can pick a reason, and 

also add notes for more 

details.

Do not worry about 

uploaded supporting 

documents.

Then save and move on to 

next section.



Select the drop 

down box to pick 

reason for gap in 

employment 

history.

If you pick 

‘other’ please 

add more detail 

in the note box 

below.



Additional questions:

The next few sections are 

asking you questions in 

regards to your personal 

information please add 

details as per the title and 

description. 



If the questions you answer has a 

text box below it, it is asking for 

more information, please ensure 

you add this.

For instance, if QTS- if you hold the 

status, please add the TRN number 

in the below box. 



This section is regarding 

safeguarding and Disability, 

please read the questions 

carefully, and again, if the 

questions has a note box 

below, ensure additional 

information is provided if 

you answer ‘YES’.



Each question here, is 

regarding consent, if you 

do not give us permission 

for anything, please 

provide reason why, and 

get in touch with your 

consultant with your 

concern or questions. 





Please check the link in 

regards to this sections, if 

you have any relevant 

cautions or convictions 

this may restrict you from 

working with children 

under 8 years old!



Please provide brief and precise 

answers for this sections, your 

consultant will go through this in 

more detail on the phone or when 

you meet.

You must answer the mandatory 

questions, and if you have any 

questions please call.



If you know anyone who 

may be looking for work, 

and would like to register 

provide their details, and 

get £500!



Please first download 

the document, and 

read.

Once you have done 

this, tick the box to 

acknowledge and then 

proceed to the next 

section. 



Check the blue text box 

above for detailed 

instructions on what to 

upload.

You can also hover 

your mouse over the 

‘?’ to find guidance. 

You must upload the 

mandatory documents!

To upload, click 

‘upload’



As long the 

required 

document is saved 

on your device 

you can upload it.

Click ‘browse’



Find the specific 

document, ensure 

that it is either a pdf 

or jpg format.

You cant upload 

word documents. 



Once you have 

found and 

uploaded the 

document, it will 

show in the list 

below. 

The above list also 

shows what else is 

needed still.

Please note-

Proof of name 

change, and 

international 

check are only 

required if 

applicable.



Review all the 

information you 

have provided and 

once satisfied it is 

correct, you can 

submit, and we will 

receive the data!


