
 
 
 

Completing your British Rowing DBS Application 
 

 

British Rowing DBS applications are initiated by your Club Welfare Officer. In order for them to initiate 

the application, first you will need an individual record on the British Rowing membership system (Club 

Hub), which is linked to your club.  

You should contact your Club Welfare Officer if you are unsure if this is in place. 

 

  
Additional Support 
Contact KnowYourPeople: 
 
t.  0115 969 4953 
e.  support@knowyourpeople.co.uk 
w. https://help.fadv.com/  



  

1. Know Your People Account Activation 

 

Example of email sent from Know Your People: 

  

 

Once your CWO has initiated the 

application, you will receive an email from 

‘Know Your People’. The email will 

provide you with some details about the 

nature of the requested check, and include 

an activation link. 

Click on the activation link to start your 

application.  

 



  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

After following the link you will be asked 

to confirm your user name (which will be 

the email address you have recorded on 

your record in Club Hub). 

Applicants will also be asked to create a 

password in order to create an account. 



  

2. Starting Your Application  

 

 

 

 

 

 

 

 The system uses 2 factor authentication for 

added security. You will be sent an email 

with a unique verification code each time 

you log in. 

Once your account has been activated you 

will be prompted to log in using your newly 

created username and password. 



  

 

You will be presented with a pending 

application on your account dashboard. 

Click here to open and start your 

application process. 

 

 

 



  

 

The next page will remind you what 

information will be required, and ask for 

consent for processing of your data.  

 



  

3. Application Form 

 

 

You can save your application 

progress at any time using this 

button. You can then return to this 

section at a later time without losing 

information already submitted.   

The application form will include 

guidance to the left of each section.  

This section is for name and gender 

details.  



  

 

 

 

 

 

Throughout the application there will be 

sections that open up requiring additional 

information depending on your answers. For 

example any previous or historic names. 



  

 

 

You can find UK addresses using the 

Post Code lookup.  

Alternatively you can enter an 

address manually.   

You must provide at least 5 years of 

address history, with no gaps.  



  

 

        

 

  

If the full 5 years has been completed the section will turn 

green .  

Note the progress bar at the top of the screen will move 

and change colour as you complete your address history.  



  

 

 

 

 

This section will your require birth details. You will 

be required to provide both country of birth and 

birth nationality.  

The first line of each drop down has ‘UK/British’ 

options.   



  

 

As you scroll down, the page will end with your 

National Insurance number and a criminal record 

declaration. Once complete click ‘next’ to move 

forward.    

You will be notified if any information is missing 

or incorrect. Scroll back up to check the 

information entered.     



  

4. ID Documents - Verification Method Selection 

 
You can verify your documents either at a Post 

Office branch or via your Club Welfare Officer.  
There is a fee of £12.75 charged by the Post Office. 

CWO verification is free of charge.   

Select verification method  



  

 

You can use the branch-finder tool to locate 

your nearest branch offering the service.  



  

5. ID Checking / Verification Document Selection 

 

 

 

 

 

 

 

  

You will now be required to select the 

documentation document types to prove your 

identity to the verifier.  

The following example is provided for UK 

Nationals.  

Other options will be available for non-UK 

Nationals.   



  

 

UK Nationals will first be presented 

with the ‘Group 1’ documents section.  

You can select up to 3 document 

types. If you cannot select 3 click here 

to move on.    



  

 Groups 2A and 2B will then become 

available. 

As you select documents this bar will 

update with the current status.  

  

Once 3 acceptable documents are 

selected the system will automatically 

move on to the next step. 

  



  

6. Completing Document Details 

 

You will be asked to complete specific 

details for each of the documents you 

selected.  

  

Guidance will be provided for each 

type of document.  

  

The system will highlight any errors 

  



  

7. Confirm Your Details 

 

 

 

 

 

You will then be given the opportunity 

to review your details and make 

changes if you spot a mistake.  

  



  

8. Applicant Declaration 

 

 

 

 

 

 

 

This declaration must be ticked and 

confirmed before ethe application is 

submitted.  

  



  

9. Application Complete 

 

 

 

Thank you for completing your 
application.  

You now need to get your documents 
verified.  

This will be either with your Club Welfare 
Officer or at a Post Office (depending on 
which option you selected during the 
application process).  

You have one final chance to make any 
changes to your application by re-
opening it it here.   

Click here to return to the main 
dashboard. 

 

You now need to get your documents 
verified.  

This will be either with your Club Welfare 
Officer or at a Post Office (depending on 
which option you selected during the 
application process).  


