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An Employer Application allows employers to apply for a CSCS 
card on behalf of an employee, or multiple employees can be  
included in one application.

This contrasts with Individual Applications, which only allow the 
applicant to apply for a single card for themselves. 

This guidance is for Employer Applications for employers to apply 
for CSCS cards on the behalf of their workforce. 
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Step 1: 
Select Employer and fill in all the details 
on the page, accept the CSCS terms and 
conditions and click on the ‘Register’ button.

You will receive an email from CSCS asking 
you to complete your registration using the 
link in the email. Once you have done this 
you are able to manage and apply for cards 
online.

Note:
Employers must ensure they fully complete their  
account profile with contact details prior to applying.

Step 2: 
When you are logged in you can then click 
the ‘Apply for a Card’ button to start the 
application.

Register an 
account and 

login

Apply for
cards

Set up a 
pre-paid 
account

(if required)
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Step 3: 
Lost or Replacement card -  Click ‘Yes’ if you 
are applying for a replacement card for the 
applicant or ‘No’ if you are applying for a 
new card and ‘continue’ button to move to 
the next section.

Step 4: 
Health, Safety and Environment Test (HSE) - 
(Usually, CITB although CSCS do accept 
alternatives)

Step 5: 
Add the personal details of the employee(s) 
you are applying for. 

Replacement 
or new card

Personal
Details

Health & 
Safety Test

(CITB/approved 
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Step 5 (cont):
Please note when completing this section you cannot use the 
same email address for multiple staff. The email account must 

be the individuals’ personal email.

If a generic or invalid email address is provided for an 
employee, it would be in breach of the CSCS Terms and 

Conditions. See Terms and Conditions

When you click ‘Continue’, CSCS online will use the information 
you provide to find your employee’s CSCS online account, 

if they have one.

If possible, you should also provide the individual’s National 
Insurance number, (this will help CSCS identify the individual 

and speed up the application process). If they have previously 
held a CSCS card, please enter their CSCS Registration number.
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Step 6: 
Select the ‘Card Type’ you are applying for.
Before applying, please check that you are 
applying for the role the applicant does on 
site, as holding the wrong card for their job 
could prevent access to site. 

Save a draft 
When you apply online your application is in draft form 
until you pay and submit the application. This means 
you can save your application before submitting it if 
you are awaiting documents from employees. You can 
save the application and come back to it by logging into 
your account and going to the applications tab at the 
top of the page.

Step 7: 
You must now select the occupation and 
qualification suitable for the card type you 
are applying for. 

Select the 
card type

Add
Qualification

details

Save a draft 
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Step 8: 
Once you have selected the occupation and 
qualification, a screen will appear for you to 
provide: A copy of the qualification certificate 
must be uploaded here along with the  
qualification certificate number and date 
achieved. If you are applying for a Red  
temporary card then proof of registration 
would be uploaded here.

You can upload a digital copy of this we accept JPEG 
and PDF docs. Note you can upload multiple files in  
this section. 

Step 9: 
You will now be required to upload your Health 
and Safety test proof. Please note that the 
Health and Safety test must have been passed 
within 2 years of making the application. If you 
have completed the CITB HSE test this can be 
validated electronically.  

Add a
qualification

Health &
Safety test

Upload
certificate
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Step 9 (cont): 
Health and Safety test proof.

Note: If the employee completed an 
alternative HSE test then they must 
provide a copy of the test certificate and 
photograph that must meet our photo 
requirements noted here.
 

CITB
HSE test

HSE
alternative

CITB Test 
ID number

Employees’ 
home

postcode
VALIDATE

• This should verify electronically
• If the test cannot be validated, continue with application,  CSCS can 
 manually validate it
• Ensure you enter the CITB Test ID from the CITB HSE Test Score Report 
 to help us locate the test and avoid delays with the application.

• If the employee has completed an alternative HSE test select ‘No’ to 
 the CITB HSE test question, this will allow you to proceed
• You must upload your alternative HSE test certificate and a suitable 
 photograph  
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Step 10: 
Card delivery details. In this section you  
must select where the card will be sent. If 
you select ‘Alternate address’, you will need 
to manually input this detail. CSCS does not 
dispatch cards outside the UK.

You can save and proceed to payment or 
save and add another application.

Step 11: 
You must accept the terms and conditions 
before proceeding to payment.

Changes to Industry Accreditation
Free CSCS Apprentice card
Employer Account requirements

Don’t forget to sign up for the 
CSCS newsletter, to stay up to date 
with the latest news and updates.

Application
submitted

CSCS will review your  
application and contact you 
if there are any problems 
via the Support tab

Please note that Employer 
Applications can take up 
to 5-7 working days to be 
processed

You will receive emails to keep you 
updated on the progress of your  
applications and to advise you of  
any issues, E.G. if additional  
documentation is required
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