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If you require a Disclosure and Barring Service (DBS) check but are unable to attend one of our offices to undertake a face-to-face appointment, you can arrange for this to take place via a video check. Before this can take place, you need to arrange the following:-

1. Complete the on-line DBS Application Form;
2. Send us your original documents (via Royal Mail Special Delivery);
3. Book a Video Check appointment;
4. Undertake appointment via Microsoft Teams.

1. Complete the on-line DBS Application Form ensuring you have read the relevant guidance notes. Please ensure you make a note of the reference number (given upon completion of the form) as you will be asked for it when booking a video check appointment. 

2. Send us your original documents.  Please send via Royal Mail Special Delivery (or equivalent if outside the UK). 

· Applicants relating to Community Pharmacy or General Dental Services must send original documents to:

Contracts Management Department
NWSSP – Primary Care Services
3rd Floor, Matrix House
Matrix Park
Northern Boulevard
Swansea Enterprise Park
Swansea
SA6 8BX

· Applicants relating to General Medical Services, General Ophthalmic Services or other services must send original documents to:

Contracts Management Department
NWSSP – Primary Care Services
1st Floor Cwmbran House
Mamhilad Park Estate
Pontypool
Torfaen
NP4 0XS
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3. Book a Video Check appointment by e-mailing:
nwssp-primarycareservices@wales.nhs.uk or by telephoning: 

 01792 860410 / 438 for applicants relating to Community Pharmacy or 
01792 860408 for General Dental Services

 01495 300 780 / 733 / 779 for applicants relating to General Medical Services, General Ophthalmic Services or other.

You will receive an e-mail scheduling an appointment.  The e-mail will include a link to ‘Join Microsoft Teams Meeting’ so do not delete this email.  Please click ‘Yes’ to accept the appointment.

4. Undertake appointment via Microsoft Teams
· At the scheduled time, open your email and click “Join Microsoft Teams Meeting.” 

· If you wish to use your mobile phone for the appointment then you may be asked to download the Microsoft Teams app first. If you use a PC for the appointment then when you join the meeting you will be asked how you want to join. If you do not have the Microsoft Teams app installed on your PC then you can select “continue on this browser” and no download or installation is required. 

· Click “Join now” and ensure your camera and microphone are enabled. At this point, you will be in a ‘virtual lobby’.  A DBS checker will open the meeting shortly.  

Please note:  If you fail to join the call by clicking on the link within the calendar appointment within 10 minutes the appointment will be cancelled and will need to be re-scheduled.  

Once the check has been completed, your documents will be photocopied and returned to you via Royal Mail Special Delivery (if applicable). 
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