
 

                  

    

                   

                   

                   

                   

                Postcode 

D D M M Y Y Y Y 

SECTION 1 - YOUR PERSONAL DETAILS 
 
Title (Please tick as applicable)     MS              MISS             MRS                MR 
 

First Name                  Middle Initials 
 
 
 

Surname 
 

 
 

Home Address 
 
 
 
 
 
 
 
 
 

 

DOB                  

 SECTION 2 - YOUR CONTACT DETAILS 
 
Home 
 
Work 
 
Mobile 
 
Giving us your email address means that we can provide you with a user name and password to access the ‘My 
Account’ section of the Reset website. You can then edit your personal details and we can remind you when any of 
your qualifications are approaching expiry, ensuring that you are always up to date. 
 

Email 

           ( S T D )  

           ( S T D )  

                  

                 

                   

                   

 

 
 

SECTION 7 - QUALIFICATION / COMPETENCE LIST 
 

Please detail all your qualifications (if any) and competences below. Please note that Reset Compliance Systems 
does not include school qualifications but can include higher education qualifications where relevant. It can also 
include internal training, location inductions, medical certificates and driving qualifications, etc. 
 

All listed qualifications and competences must be accompanied by either original certificates/documents  or 
a good quality colour copy or scan of the certificate, please see the ‘Guide to acceptable contractor scanned 
certificates’ which is included within this application pack for further information. All ORIGINAL documents 
that you send will be returned promptly (in the correct sized envelope or packaging to avoid folding) to the company 
address provided in Section 4.  Copies of documents will not be returned unless expressly requested to do so when 
the application is submitted. 

 
Qualification 1                
 
 
 
 

Qualification 2 
 
 
 

Qualification 3 
 
 
 

Qualification 4 
 

 
 
 

Qualification 5 
 
 
 

Qualification 6 
 
 
 
 

Qualification 7 
 
 
 
 

Qualification 8 
 
 
 
 

Qualification 9 
 

 
 
 

Qualification 10 
 
 
 
 

Qualification 11 
 
 
 

Qualification 12 
 
 
 
 

Qualification 13 
 
 
 
Qualification 14 
 
 
 

Qualification 15 
 
 
 

Qualification 16 
 
 
 
 

Qualification 17 
 
 
 
 

Qualification 18 

 
 
 

There is no limit to the number of your qualifications or competences that the Reset Compliance Systems database 
can hold and display. Please continue on a separate sheet if you are adding more than 18 qualifications.  

 SECTION 8 - CHECK LIST 
 

Please complete the checklist below before you pack and return your documents                   (Please tick) 

 

Two identical PASSPORT style photographs enclosed (see photograph guidance section) 

 
A GOOD QUALITY COLOUR COPY of passport, driving licence or other photo ID enclosed 
 
GOOD QUALITY COLOUR COPIES of any other trade skills cards back and front  

 
ORIGINAL/SCANNED certificates of ALL qualifications and competences listed above 

 
Payment details completed (section 5) 

 
ALL sections completed and application form signed and dated below   

 

 

 

 

 

 

 

 

Reset Compliance Systems Ltd, PO Box 4749, Sheffield S35 5BT   T: 0845 519 5768   E: info@rcscard.co.uk   W: www.rcscard.co.uk    Registered in England 6614285 
Registered with the Information Commissioner’s Office (ICO) General Data Protection Regulations (GDPR) 2018 - registration no. Z2238936 

SECTION 9 - APPLICANT’S DECLARATION 
 

This application must be signed by the card applicant. We cannot accept applications 
signed on behalf of the applicant. 
 
I confirm that the information I have given on this form is true and correct. I request Reset 
Compliance Systems to issue me with a Reset Card.  
 
By signing below I confirm that I have read, understood and accepted the terms and 
conditions of Reset Compliance Systems overleaf and I confirm that all of the enclosed 
qualifications and certificates belong to me. 

 
SIGNATURE OF CARD APPLICANT   DATE 
 
 
 
 
 
_____________________________________________            _______/________/________ 
                 

X 

 
SECTION 6 - PROMOTIONAL CODE 
 
 

If you have a PROMO code relating to an offer enter it here 

         

 SECTION 5 - SUBSCRIPTION PAYMENT DETAILS    (Please tick) 
 

My employer subscribes to this scheme and they will pay my subscription fee 
 
To discuss other possible payment methods please contact our Accounts Team on  
0114 240 9953 or email accounts@rcscard.co.uk before submitting your form. 

 

◼ This form MUST be completed in FULL and in BLOCK CAPITALS or it cannot be processed. If you have any queries please call 0845 519 5768 

Reset Compliance Systems - Individual Card Application Form 
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SECTION 3 - CONTACT PREFERENCES             
 

We do not send out lots of marketing information, just a regular newsletter and updates of 
additional features and enhancements to the Reset service when they are released. 
 
We would like to send you this information from time to time by post, telephone, email and SMS.  
If you agree to being contacted in this way please tick the relevant boxes below. 
 
 

  Post  Email   Phone  SMS 
 
 

If you require any further information regarding how we use your details please see our Privacy 
Policy on our website www.rcscard.co.uk    
 
This will not effect any contractual communications that are sent as part of the Reset  
Compliance Systems Ltd service. 

    

SECTION 4 - YOUR WORK DETAILS 
 
Job Title (can be your position or grade but must be supported by suitable qualifications) 

 
 
 

Employer Name 
 
 
 

Nature of Business 
 
 
 

Employer Address 
 
 
 
 
 
 
 
 
 
 
 

Tel.  
 

 
Employer’s email 

                   

                   

                   

                   

                   

                   

                Postcode 

           ( S T D )  

               

                   

                   



RESET COMPLIANCE SYSTEMS LTD TERMS AND CONDITIONS 
  

The Terms and Conditions set out below are important and affect your rights as a customer or user of Reset Compliance Systems Ltd . We draw your attention in particular to the fact that your Application is to Reset Compliance Systems Ltd. If you 
complete the Application process successfully we will issue you with  a Reset Membership Certificate and Reset Individual Card(s) subject to conditions of use. The certificate and cards remain at all times the legal property of Reset Compliance 
Systems Ltd.   
  

You must read these Terms and Conditions carefully before applying to be a member a Reset Company Member or Reset Individual Cardholder. 
  

If you have any queries you should email: info@rcscard.co.uk or contact Reset Compliance Systems Ltd, PO Box 4749, Sheffield S35 5BT or contact us on: 0845 519 5768. 
  
1. CONTRACTUAL AGREEMENT  
These Terms and Conditions set out the contractual relationship between us and you.  
 
2. DEFINITIONS  
In these Terms and Conditions, unless the context requires otherwise: “Applicant” means a company or person applying 
to be a member of Reset Compliance Systems Ltd, as a Reset Company Member or Reset Individual Cardholder. 
“Application” means the application made by the Applicant for a Reset Company Membership or Reset Individual Card. 
“Card” means a Reset Individual Card and/or Reset Virtual Card. 
“The Company” means Reset Compliance Systems Ltd (Reset), company no. 6614285. 
“Data” means data personal to an Applicant, Member Company, Individual Cardholder or Verifier. 
“Fraud” includes any fraud, dishonesty and deceit and in particular includes but is not limited to: knowingly supplying 
incorrect information to us; knowingly supplying any falsified or counterfeit documents to us, including qualification 
documents and Proof of ID 
“Lawful Holder” means the person or company to whom the Membership or Card is issued.  
“Loss” means losses, consequential losses, costs, damages, injuries, accidents or claims (whether direct or indirect) 
suffered by you in connection with your application and/or the Membership or Card issued to you, or any person or 
organisation in the course of accepting, or by using a Reset service to verify the Company or Cardholder’s competence.  
“Misconduct” includes: failure to comply with these Terms and Conditions; attempting to obtain a Reset Company 
Membership or Reset Individual Card by fraud; misusing a Reset Company Membership or Reset Individual Card;  
misconduct in dealing with our staff. 
“Reset” means Reset Compliance Systems Ltd that is used by the Registered Verifiers and organisations to verify 
competence, qualifications and accreditations of a Reset Member Company or Reset Individual Cardholder. 
“Terms and Conditions” means these Terms and Conditions.  They may be amended without prior notification (see 
section 11).  
“We/us/our” means Reset Compliance Systems Ltd. 
“You/your” means the Applicant Member Company or Individual Cardholder.  
“Verifier” means the person or organisation that will be able to view your Reset Member Company or Reset Individual 
profiles for the purpose of verifying competence or retrieving information. 
“Reset Access” means the Reset Access self service check in service for contractors via a touch-screen terminal or Reset 
Access Mobile RFID badge using a Reset Virtual Card enabled smartphone.  
 
3. ELIGIBILITY TO BECOME A RESET COMPANY MEMBER 
3.1 Any company trading within the United Kingdom of Great Britain and Northern Ireland, the Republic of Ireland, the 
Channel Islands and the Isle of Man is eligible to join as a Reset Company Member. This includes but is not limited to Sole 
Traders, Self Employed, Private Limited Companies, Limited Liability Partnerships, Public Limited Companies and Group 
Companies. 
3.2 To register your company for Reset Company Membership you must apply online at www.rcscard.co.uk  
3.3 We undertake checks of the information supplied on a Company Membership application in compliance with the 
General Data Protection Regulation (GDPR). 
3.4 If it is not possible to complete the application process successfully no charge will be made. Any fees paid to us will 
be refunded to you.  We will assist you however we can to ensure that your application is successful. 
3.5 If your registration is successful we will issue Reset Member Company Welcome Pack and your details will be 
available to be seen (with your permission) by Registered Verifiers.  
3.6 Any changes to your company name, postal address, telephone numbers or email address must be notified to us 
within 28 days. This can be done online or by contacting to support@rcscard.co.uk. 
 
4. ELIGIBILITY TO APPLY FOR A RESET INDIVIDUAL CARD  
4.1 Any person over the age of 16 and working within the United Kingdom of Great Britain and Northern Ireland, the 
Republic of Ireland, the Channel Islands and the Isle of Man is eligible to apply for a Reset Individual Card.  
4.2 To apply for a Reset Individual Card, you must complete a printed application form available online at 
www.rcscard.co.uk or from Reset and submit the completed form with the supporting documents 
required. 
4.3 Your application form, sent to Reset, must be completed in full, signed and dated by the applicant Cardholder.  
4.4 We undertake checks of the information supplied on an application form in compliance with GDPR and we will not 
issue a Card unless all requirements have been met.  
4.5 If it is not possible to complete an application process successfully due to ineligibility a card will not be issued and no 
charge will be made. We will assist you however we can to ensure your application is successful. 
4.6 If your application is successful we will issue a Reset Individual Card and your details will be available to be seen (with 
your permission) by Reset Registered Verifiers. By accepting the Reset Individual Card you agree to be bound by the 
current Terms and Conditions as amended from time to time and always available on www.rcscard.co.uk  
4.7 Any changes to your name, postal address, telephone numbers or email address must be notified to us within 28 
days. This can be done online or by contacting support@rcscard.co.uk. 
4.8 We will not be responsible for late, lost or misdirected incoming post and we recommend you use a recorded delivery 
service for applications. All original documents and certificates provided will be returned by us to you by a recorded 
delivery. 
4.9 Your completed application form should be sent with accompanying documents addressed to: Reset Compliance 
Systems Ltd, PO Box 4749, Sheffield S35 5BT 
 
5. PROTECTION OF DATA  
5.1 Reset Compliance Systems Ltd. is registered with the Information Commissioner’s Office (ICO) General Data 
Protection Regulation (GDPR)- registration no. Z2238936  
5.2 The way that we process and control your personal data can be viewed in our Privacy Policy available online at 
www.rcscard.co.uk 
5.3 If we have reason to believe that any information we receive may be inaccurate or false we reserve the right to 
conduct additional checks, including through third party agencies, without first notifying the Applicant, Reset Member 
Company or Reset Individual Cardholder. 
 
6. RESET INDIVIDUAL CARDHOLDER’S OBLIGATIONS  
6.1 By signing the application form the Applicant consents that he or she acknowledges that any payments collected by 
us cover the cost of the Reset service. The Applicant is not paying for the Member Certificate or the Reset Individual 
Card which at all times remains the legal property of Reset. 
6.2 By signing the application form the Applicant consents that he or she acknowledges that providing false information 
is a criminal offence under the terms of the Fraud Act 2006. Provision of false information includes falsifying any of the 
Applicant's personal details, signatures and listed qualifications and/or the Applicants photograph and/or Application 
Form and/or copy of the Applicant's ID documents or original certificates.  
6.3 Falsifying ID documents or certificates, for example using photo editing software, such as a qualification certificate 
or proof of ID document is a serious criminal offence and we will always refer evidence of such to the police. 
6.4 The Applicant must complete all parts of the application form correctly, complying fully with all requirements.   
6.5 The Applicant must provide 2 identical photographs, proof of ID documents as requested and proof of qualifications. 
 
7. REGISTERED VERIFIER'S OBLIGATIONS  
7.1 All Verifiers must be Registered Verifiers of Reset; the web-checking service will not be accessible by non-registered 
users. 
7.2 Registered Verifiers will only be able to gain access to verify  Reset Member Company or Reset Individual Cardholder 
Profiles on presentation of a Reset Company Membership number or a Reset Individual Card number, by acceptance of 
invitation to join a Verifier’s ‘My Recognised Suppliers’ list, or when logged onto site using Reset Access.  
7.3 Registered Verifiers acknowledge that any access granted to the service is for confirmation of identification and 
validation of qualifications, competences and accreditations of the Reset Member Company or Reset Individual 
Cardholder only, the right to refuse access to site, workplace or premises remains the prerogative of the Verifier. 
7.4 Registered Verifiers accept that the Reset Member Company profiles are compiled by self-submission of company 
officer approved information. 
7.5 Any misuse of the service or attempted unauthorised access will result in the Registered Verifier being removed from 
the system. 
7.6 The Registered Verifier must successfully complete all parts of the Registered Verifier registration process before 
being able to access the profiles of Reset Member Company or Reset Individual Cardholders.  
7.7 Provision of false information including falsifying any of the information supplied during the Registered Verifier 
registration process will be regarded as fraudulent and the Registered Verifier will be removed from the system. 
 
 

 
8. RESET APPLICATION AND SUBSCRIPTION FEES  
8.1 Current Reset application and subscription fees can be found at www.rcscard.co.uk 
8.2 Application and subscription fees contribute to the cost of providing the Reset service, not the actual card itself, 
which, when issued, remains at all times the legal property of Reset. 
8.3 For Reset Company Membership the subscription fees will be charged at current rates per company per office, per 
year (or monthly if selected). 
8.4 For Reset Individual Cards the subscription fees will be charged at current rates per individual cardholder per year (or 
monthly if selected). 
8.5 Subscriptions are preferably collected by Direct Debit at no additional cost. Subscriptions can also be paid by cheque 
(made payable to Reset Compliance Systems Ltd), BACS, bank transfer or by credit or debit card. Cash payments can not 
be accepted. 
8.6 Any subscriptions paid via a non Direct Debit payment method will be subject to a £30.00 + VAT administration fee. 
8.7 Only annual subscriptions may be paid using a non-Direct Debit method of payment.  Monthly subscriptions must be 
paid by Direct Debit. 
8.8 The invoice date will be calculated to the nearest calendar month on the 7th, 14th, 21st or 28th of the month. You will 
be notified of the Direct Debit date at least 14 days in advance. 
8.9 Subscriptions will be charged from the date of Reset Member Company registration. 
8.10 The subscription is a rolling subscription. To un-subscribe you must give us 3 month’s notice in writing and return, 
your Reset Membership Certificate and all of your employees’ Reset Individual Cards, where applicable, to Reset. 
8.11 In line with the Late Payment of Commercial Debt’s Regulations 2013 compensation and interest charges will be 
applied to invoices that are not paid within the agreed credit terms.   
8.12 If the Member Certificate or any Reset Individual Cards are not returned within 21 days from the end of you notice 
period. We reserve the right to continue to charge for the outstanding Reset Individual Card(s) at current rates, on a 
rolling month basis until the certificate and or card(s) are returned.  
8.13 Direct Debits cancelled without any prior notification will be subject to a £30.00 + VAT administration fee. 
8.14 Direct Debit bank details can be changed free of charge. 
8.15 New or refreshed qualifications or accreditations may be added to the Reset Individual Card profile at no extra 
charge by submitting them with an ‘Adding New / Refreshed Qualifications’ form which can be found at 
www.rcscard.co.uk 
8.16 When subscribed, a Reset Individual Cardholder may use the Reset Virtual Card. The smartphone application 
provides the card in a digital format in addition to the plastic card. There will be no additional charge to use the Reset 
Virtual Card. 
8.17 Subscription fees are renewed annually; we will give you at least 7 days notice of any increase in writing, either by 
email or by issue of your invoice.  
8.18 Application fees may be waived from time to time via a promotion code. 
8.19 If you are re-joining Reset and have used a promo-code in the last 48 months to waive application fees, you will be 
ineligible to use another one.  You will be charged an application fee at the current rate (see section 8.1). 
8.20 If a Reset Member Company application fails for ineligibility any payment made will be refunded. We will assist you 
however we can to ensure your membership application is successful. 
8.21 On the first occasion we will replace a lost, stolen or damaged Reset Individual Card free of charge. However any 
subsequent replacement cards may be charged at £10.00 + VAT per card issue in addition to your normal subscription. 
8.22 All Direct Debit payments are covered by the Direct Debit Guarantee. 
 
9. PHOTOGRAPHS (RESET INDIVIDUAL CARD APPLICATIONS)  
9.1 The Applicant must supply two (2) ‘PASSPORT’ approved colour photographs; see photograph guidance on 
www.rcscard.co.uk 
9.2 Digital photographs may be submitted subject to photograph guidance (9.1). 
9.3 The photographs must not be taped, stapled or glued to the form. They can be secured by paper clip to the form, 
or enclosed loose within the envelope.  
9.4 Reset Individual Card applications received without two (2) photographs enclosed, in the format required, will be 
rejected. 
9.5 Reset Individual Card photographs must be refreshed with a new recent photograph every 10 years by issue of a new 
card. There will be no additional charge for this. 
 
10. USE OF THE RESET INDIVIDUAL CARD AND RESET VIRTUAL CARD  
10.1 Reset Individual Cards may only be used by the lawful holder of the card. The card cannot be loaned, sold or given 
to or used by any other person or company under any circumstances.  
10.2 The Reset Individual Card may only be used, by the lawful holder, for the purpose of proving identity and checking 
of current qualifications, competences and accreditations. 
10.3 The Reset Individual Card contains an hologram which confirms that it is genuine. We recommend that all Reset 
Individual Cards are checked by verification through our website: www.rcscard.co.uk/verify. 
10.4 A Reset Individual Cardholder is entitled to use the Reset Virtual Card, available via app stores at no additional cost.  
The virtual card enables the Reset Card to be presented via a compatible smartphone. 
10.5 A Reset Virtual Card is only available to a subscribing Individual Cardholder. 
10.6 Reset is in no way liable for non-acceptance of a Reset Individual Card, or for refusal of access to a site, workplace 
or premises under any circumstances.  
10.7 If a lawful Reset Individual Cardholder finds their card is not accepted as proof of competence when accessing a 
legitimate place of work this should be reported to us by email to: support@rcscard.co.uk or  
by telephone: 0845 519 5768. 
10.8 Lost, stolen or damaged cards must be reported to us without delay on 0800 612 6062. 
 
11. VARIATION OF THESE TERMS AND CONDITIONS  
11.1 We reserve the right at all times to make changes to these Terms and Conditions without prior notification. The 
current Terms and Conditions can always be found at our website: www.rcscard.co.uk. Reset Member Companies, Reset 
Individual Cardholders and Registered Verifiers who do not accept amendments to the Terms and Conditions may return 
their certificates and cards to us, and unsubscribe from the scheme in accordance with 8.10 and 8.11 and/or request 
that data applicable to them is removed from our records as advised in section 5.  
 
12. LIMITATION OF LIABILITY  
12.1 We will not be liable for any loss, howsoever caused, resulting from the failure of any application or our refusal 
to issue a Reset Company Membership or Reset Individual Card, or by reason of restriction, where we are unable to 
process an application or issue a Reset Company Membership or Reset Individual Card.  
12.2 We will not be liable for any loss, howsoever caused, resulting from the fraudulent submission to us of any 
company information, or by any member,  individual or Cardholder that has been using the Reset Compliance 
Systems Ltd, whether granted access or not. 
 
13. CUSTOMER SERVICE  
13.1 If you have any queries about these Terms and Conditions, or any other matter related to Reset Compliance 
Systems Ltd, email: support@rcscard.co.uk, or write to us at: 
Reset Compliance Systems Ltd, PO Box 4749, Sheffield S35 5BT. 
13.2 If you wish to complain about something please let us know by email: support@rcscard.co.uk or write to us at 
the address above.  
 
14. GOVERNING LAW  
14.1 These Terms and Conditions shall be governed by and construed in accordance with English law. We and you 
submit to the exclusive jurisdiction of the English courts to resolve any disputes that may arise out of them.  
14.2 Any provision of these Terms and Conditions declared void or unenforceable by any competent authority or 
court shall, to the extent of such invalidity or unenforceability, be deemed severable and shall not affect the other 
provisions remaining which shall continue unaffected. 
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Reset Compliance Systems - Individual Application Guidance 

 

 

Completing your Reset Individual Application 
 
Incomplete applications, mistakes and missing documents will delay your application. 
 
Please follow the checklist below to ensure that your application is complete. 
 

 

 
Please send your completed application form and documents as listed above to:  
  

Reset Compliance Systems, PO BOX 4749, Sheffield, S35 5BT 
 

Returning your documents 
Copies of documents will not be returned unless expressly requested to do so when we receive the 
application. 
 
We return all original certificates and documents in appropriately sized hard backed envelopes to avoid 
damage and creasing (usually within 5-10 working days) using a secure, recorded delivery service. 
   
Because we need a signature on delivery your documents and certificates will be returned enveloped, 
sealed and marked ‘Strictly Private and Confidential’ to your employer’s address provided in Section 4 of 
your Reset Individual application form.  If you prefer to have your documents and certificates returned 
directly to your personal home address, please email support@rcscard.co.uk* 
   
* All returned documents/certificates will require a signature upon delivery.  If no-one is available to sign for the 
delivery it may be returned to us.  All deliveries returned to Reset Compliance Systems will be redirected to your 
employer’s address provided in Section 4 of your application form.   

For further advice or assistance visit www.rcscard.co.uk or: 

 

• Fully completed and signed Reset Individual application form.   
Please ensure that the following are completed: 

 

 

 
 

 

 • Date of birth 

• Application form is signed 

• Job Title (This will be printed on your Reset Individual card) 

• Section 4 of the application form – ‘Your Work Details’ 

 

 • Qualification / Competence List  

  
 

 
• Personal email address (if available) – Providing an email address allows: 

• Expiration reminders to be emailed to you when your qualifications are approaching 
expiry, ensuring that your personal profile is always up to date. 

• Online access to your ‘My Reset Account’ so that you are able to update basic 
information such as your address and contact details once you have been issued with 
your first Reset Individual card. 

• You to use the Reset Time Off Manger service to request annual leave and your employer 
to manage leave requests remotely from the Reset Dashboard. 

 

  

  
 

 
• Two identical COLOUR PASSPORT photographs (please see the ‘Photograph Guidance’ sheet for 

further information) 

 

 

 
 

 

  
 

 
• Proof of Identity A colour photocopy of a personal identity document (please see the ‘Personal 

Information and Your Identity Guidance’ sheet for further information).  

 

 

 
  

 
 

   
 

 
• ORIGINAL / SCANNED certificates of ALL qualifications and competences listed in Section 6 of 

your application form. (Please see the ‘Contractor Scanned Certificates Guidance’ sheet 
(enclosed) for further information regarding acceptable scanned certificates if original 
certificates are not available.) 
 
 
 

 

 

 
 

 
 

 

 

Email: support@rcscard.co.uk Telephone: 0845 519 5768 
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Reset Compliance Systems -  Contractor Scanned Certificate Guidance 
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Guide to acceptable contractor scanned certificates 
 

Original certificates are preferred to ensure acceptance on all sites.  Original certificates are added to cardholder 
profiles with a watermark stating ‘RESET SCANNED DOCUMENT – RESET VERIFIED ORIGINAL DOCUMENT’.  This 
assures the person checking your profile that we have verified and scanned the original certificate. 
 
However, please be aware that some of our client sites will only accept scans of original certificates verified by 
Reset and therefore may choose not to accept a contractor scanned document as acceptable. 
 

If original certificates are unavailable, good quality scanned copies of certificates can be presented on the 
cardholder’s profile as long as they meet the criteria below. 
 

Please note that certificates scanned by yourselves will be presented on screen with a watermark stating 
‘CONTRACTOR SCANNED DOCUMENT - NOT A RESET VERIFIED ORIGINAL’.   This warns the person checking the 
profile that you have not provided the original documents to Reset for verification. 
 

Only scanned certificates that meet the criteria below will be accepted and uploaded to the cardholder’s Reset 
profile.  
 

Scanned certificates should be: 
 

• A good quality colour copy or scan of the certificate (scan of the original 
 certificate wherever possible) 
• Scans must be emailed as a PDF document to support@rcscard.co.uk 
• One certificate or card only per page 
• The copy must be straight 
• The whole certificate must be visible 
• All text including course title and dates are all clearly legible 
• Nothing else is on the certificate such as a skills card (excluding new issues of  
 PASMA and IPAF certificates downloaded from the respective digital portals) 

• Skills or association cards – we require a colour image of both the front  
 and back of the card 

 

If we receive scans of certificates or cards that do not meet the above criteria they may not be added. 
 

Unacceptable Examples: 

Not straight  Skills card in copy  Copy of a copy (faint) 

Damaged  (Date unclear) Two certificates in one image  



Reset Compliance Systems Ltd, PO Box 4749, Sheffield S35 5BT   T: 0845 519 5768   E: info@rcscard.co.uk   W: www.rcscard.co.uk    Registered in England 6614285 
Registered with the Information Commissioner’s Office (ICO) General Data Protection Regulations (GDPR) 2018 - registration no. Z2238936 

◼ Any Reset Individual Applications submitted without acceptable photographs cannot be processed. If you have any queries regarding photographs please call 0845 519 5768 

Reset Compliance Systems - Photograph Guidance 
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      Acceptable                          Acceptable                     Acceptable                           Acceptable 
              

                    
        Unacceptable                     Unacceptable                      Unacceptable                            Unacceptable 
     Hat and too close                         Hat and too dark                       Covered face                       Sunglasses, shadow 

Photograph Guidance 
 
All Reset Compliance Systems’ Individual applications must include two identical recent 
passport photographs. 
 
The photographs you send us must be a true likeness of you. The guidance below will help you send 
us acceptable photographs, and will help avoid the need for us to ask for more photographs. 
 
The photographs must be: 
 
• a recent image of you on your own and both photographs must be identical  
• standard passport size images, 45mm high x 35mm wide (however, please do not trim your    
photographs to meet this condition) 
• taken against a plain light grey or plain cream background 
• in colour, not black and white and free from shadows 
• undamaged, for example not torn, creased, or marked 
• taken with your eyes open and face clearly visible (with no sunglasses or tinted  glasses, and no hair 
across your eyes) 
• free from reflection or glare on your glasses, and the frames must not cover your eyes (where 
possible, we recommend that you remove your glasses)  
• of you facing forward, looking straight at the camera and free from red-eye 
• taken with nothing covering your face and ideally with a neutral expression 
• taken of the full head, without any covering, unless it is worn for religious beliefs or for medical 
reasons 



◼ Any Reset Individual Card applications submitted without acceptable proof of identification cannot be processed. If you have any queries regarding this please call 0845 519 5768 

Reset Compliance Systems Ltd, PO Box 4749, Sheffield S35 5BT   T: 0845 519 5768   E: info@rcscard.co.uk   W: www.rcscard.co.uk    Registered in England 6614285 
Registered with the Information Commissioner’s Office (ICO) General Data Protection Regulations (GDPR) 2018 - registration no. Z2238936 

Reset Compliance Systems - Personal Information and Your Identity 
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About You-Personal Information and Your Identity 

At Reset Compliance Systems (Reset) we care about protecting you and your 

details. That’s why when you apply to become an Reset Individual™ 

Cardholder we’ll carry out checks to protect your identity. 

Why We Check Your Identity 

Checking your identity when you apply for an Reset Individual Card is vital - for us and for you. All of 
our Cardholders are asked for this. We ask for a colour copy of an official document that proves your 
identity, please see ‘Identification Document’ section below. The type of document we ask for is the 
sort of thing it shouldn’t take too long to find, like a Passport or Driving Licence. Once you’ve sent it in, 
we’ll just make a record of the details, scan a copy and then send back to you by a secure, recorded 
delivery service. Our rigorous process to establish our Cardholders’ details and their identities 
underpins the confidence both Cardholders and Verifiers have in Reset and in the authenticity of the 
information it makes available, with Cardholders’ permissions. 

Identification Documents 

We need a piece of documentation to prove your personal identity i.e. to check the person in the 
photos you send is you.  

 

 

 

Your Personal Details 

When applying for an Reset Individual Card we will also ask you for your date of birth. It is important 
that we collect this information so that we can make sure the qualifications you wish to add to your 
Reset Individual Card do actually relate to you. 

Further Assistance 

Sometimes you may not have the type of document we need. For instance, you might not have a 
Passport or Driving Licence. We may still be able to help as there are other documents we may be able 
to accept. Let us know your situation by contacting us at 0845 519 5768 or email 
support@rcscard.co.uk and we’ll review this with you.  

Privacy 

We will not share your personal information with any other party, unless it is with your express 
permission or we are required to do so by law. For more details, please contact us for a copy of our 
Privacy Policy. The personal information we receive is treated with great care, securely stored and only 
accessed by authorised Reset employees. 

Customer Service 

Should you have any questions, or would like to talk to us about our identity protection procedures, 
please contact us at 0845 519 5768 or email support@rcscard.co.uk. 

 

A COLOUR PHOTOCOPY of ONE of the following: 

Valid Passport (i.e. the page which contains your photograph) 

Valid UK/EEA photo-card Driving Licence 

Valid Skills photo ID card e.g. JIB, CSCS 


