Guidance for registering new Committee Members
With Ofsted

The purpose of guidance is to support voluntary management committee members through
the ‘registering with Ofsted’ process.

All new committee members need to complete a DBS, and an EY2. The process below will
take you step by step through the process.

Disclaimer

The information contained in this guidance is for general information purposes only.
While every effort has been made to keep the information up to date and correct,
Southampton City Council (SCC) make no representations or warranties of any kind,
expressed or implied, about the completeness, accuracy, reliability or suitability with
respect to the information contained within this guidance. Any reliance placed on
such information is therefore strictly at the user’s risk.

SCC is not responsible for, and expressly disclaims all liability for, damages of any
kind arising out of use, reference to, or reliance on any information contained within
this guidance




Guidance for registering new Committee Members
Note: Before starting the committee member will need the registration number of the

setting, this is found on the settings Ofsted Registration Certificate — usually starts

e Go onto www.gov.uk/government/organisations/ofsted
e In search bar type Gateway
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e This will load another page. Click on the top Government Gateway link
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th iS IIn k You need to sign up® and create a Government Gateway account first.

Create anaccount

Some services require more information, but to sign up & for a Government
Gateway account you usually need:

« name

« date of birth

« National Insurance number


http://www.gov.uk/government/organisations/ofsted

Click on
this link

@ Tofind out how the Government Gateway uses the information you provide, read the Privacy policy
~ \

Once on Government Gateway page on Create an Account click on the sign
up link
On the Gateway page click on Individuals

Welcome to the Government Gateway

Do you have an existing account for online government senices?

If yes, then please click below ta log in

Enter the Government Gateway E

If no, then please register. Registering with the Government Gateway enables you to sign up for any of the UK govermnment's services that are available over the intemet. Which government semices are
available online?

To register with the Government Gateway, please read the three sections below and decide whether to register as an Individual. an Organisation or an Agent. More information about registration

ganisations Agents
egister as g Reagister as an ‘Organisation’ if you represent a business Reqister as an ‘Agent’ if you submit forms to government on
vieTGaug e (including employers, sole traders and farming organisations), a  behalf of other businesses or indviduals. Senvices include
Allowance. charity, or ather commercial or non-commercial organisation. Corporation Tax Online for Agents, Self Assessment Online for

Senvices include Electronic VAT Returns and PAYE Online for Agents and PAYE Online for Agents. You must already have
Employers. obtained the necessary enrolment information from the
relevant Government department.

Gateway

1234 5678 3000

This is your Gateway ID number (make a note of it)

Type in your internet screech bar
https://online.ofsted.gov.uk/onlineofsted/Default.aspx
Click on the Login/Register tab on the left hand menu

Ofsted Online Ofg?gfj

Home

Guidance Contact Us My Account

| welcome
Login / Register Welcome to Ofsted’s on-line services
Online Payments

Ofsted Online allows you to access different online services that will help you to communicate with

Ofsted electronically. If you wish to apply online for the Childcare
Register and/or Early Years Register, please read

Before you begin, you will need to create a personal Government Gateway account. T you already the registration pages for the childcare you wish

have a Government Gateway account, you can use your existing details to login to the Ofsted Online o provide in the early years and childcare section

systems. To register for a new account please click login/register. More guidance about registering for on the Ofsted website.
& Government Gateway account and logging in is available here.

0Once you have logged in, links to the online services you require will be available to you on the left
and right navigation bars.

What online services are available?

Registration and Login
- Childcare Register application To register for a Government Gateway account, or to
Early Years Register application login to Ofsted Online, click
Self-evaluation .

Self-service
. Online Payments
. Social Care Online

RS


https://online.ofsted.gov.uk/onlineofsted/Default.aspx

Ofsted

Click on the Online Applications tab on the left hand menu s
Online Ofsted

Home  Guidance Contact Us My Account Logout
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Logout

Welcome to Ofsted’s on-line services

Online Applications

Online Payments

Ofsted Online allows you to access different online services that will help you to communicate with .
Ofsted electronically. If you wish to apply online for the Childcare

Enrol in SEF Register and/or Early Years Register, please read
Enrol in Self-service Links to the online services you require are available to you on the left and right navigation bars. the registration pages for the childcare you wish to
Enrol in Social Care Onlfine What online services are available? 5:‘;“':;;:‘;";&": years and childcare section on
1. Childcare Register application
2. Early Years Register application
3. self-evaluation
5. Online Payments
6. Social Care Online anline Applications
i
Enrol in Self-service
Enrol in Social Care Online
e Click on the EY2 application (you will need your settings EY number and
address)
e Read and answer all questions with the correct information
e Once you have completed a section a tick will appear by the section name on
the left hand menu
e When you reach the suitability section
EY2 - Declaration and consent form for all individuals stk [ pessie st
connected with a registered provision.
I: Suitability and disqualification print | spelicheck | save | Exit | <<pack [ wextos |
+ | Introduction |_T?.‘
* I1) Do any of the ci listed in the gui on suitability and di ification
v"| Import data apply toavou?
(3| A: Provision details ;ES E
& C: Personal details * 12) Have you ever been involved with social services in respect of your own children?
(@ C: Personal - cont ©Yes
D: Contact details e
(3 E: Past registration *13) Hav%ylou ever been convicted of any criminal offences or been given a caution?
I: Suitability » o a
J: Declaration * 14) Are you aware of any circumstances that might affect your suitability to work or be in
rg.gu:asr contact with children?
on
* I5) Have you recently completed a DBS through the Security Watchdog-Capita service?
* I;d) Do you already hold a valid DBS certificate that meets Ofsted's criteria for your role?
e Where it asks ‘Have you recently completed a DBS through the Security
Watchdog-Capita service?’
If you select No you will need to answer Part D to that question
e Part D will ask ‘Do you already hold a valid DBS certificate that meets

Ofsted's criteria for your role?’

If you select No for this question the following statement will appear:
please apply using the below link for DBS Disclosure.

Once completed please continue with your application.



# 15d) Do you already hold a valid DBS certificate that meets Ofsted's criteria for your role?
Ofsted will accept DBS certificate if:

= you have already joined the DBS update service and the check you previously completed matches
Ofsted's criteria for your role
= Enhanced,
= Child Workforce and
= if your paosition is based in your own home the original check must have been for a home-based
role
or
= you are already known to Ofsted and your new role does not give you greater access to children or
increased responsibility and you have not had a break of more than three months between leaving the
old post and taking up the new post

Yes
@ No

Please apply using the below link for a DBS Disclosure.
Once completed please continue with your application.
Ofsted DBS Application

e At this stage Save the application do not submit.

e When filling out the DBS tick Voluntary (you will still have to pay the
registration fee)

e Wait until your completed DBS certificate arrives

Enhanced Certificate T
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e Once you are in receipt of your DBS, you can register for the update service
(using your DBS certificate number) within 30 days of the certificate being
issued.

e Once you have your DBS update reference number return to your EY2
Application (Government Gateway)

e Complete application changing your DBS question answer to YES. This will
now allow to insert your DBS update service reference number.

e Then click submit

You can claim back the registration fee for your DBS through your committee but you
must have the receipt for this to hand to your committee.

Annual Update Volunteer charges

Volunteer subscriptions are free of charge but if you move from a volunteer position
to a paid position you will need to apply for a new DBS check, rejoin the update
service and pay the annual fee of £13 by credit or debit card.



You can’t add a DBS certificate for a paid position to a free subscription which was
created with a DBS certificate for a voluntary position; you would need to create a
new subscription for the paid-for DBS certificate.

You can add a DBS certificate for a volunteer position to an update service account
that was set up for a paid position certificate.



