
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix B 

Associate Level and 
DPS Application 
Sign-up Guide  
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         Signing up for Associate Membership 
 

1. Please visit the following link to begin your application 

-   https://earlyadopter.constructionline.co.uk/signup/details  

 

 

2. Enter your Details 

 

 

 

 

 

https://earlyadopter.constructionline.co.uk/signup/details
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3. Enter address Details  
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3. Select the Associate level - enter a check mark in the box below Associate.  
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Once the level has been selected the screen will return a pop-up message. 

 

 

5. Confirm email and set up password  

An email will be sent with the Subject of Next Generation Constructionline Portal Invitation. 

➢ Follow the link in the email to continue with the creation of your user account. 

➢ Enter your email address on the form and click Send verification code. 

➢ You will receive an email from "Microsoft on behalf of Constructionline" with a 6-

digit code. It can take a few minutes for this email to arrive. Please check your spam 

folder. 

➢ Enter the verification code and click Verify code. 

➢ Follow the instructions to set your password to enable you to log in. 
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6. Manage Compliance.  Once logged in, select Manage Compliance  

 

 

 

 

 

 

 

 

 

 

 

Select Status and then in the Level area select SHOW DETAILS (at the bottom of 

the box).   

 

 

 

The following Standards will appear as shown below  
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Below each individual Standard there is a list of Requirements.  Within each Requirement there 

are individual questions to be answered. A summary of the Standards and Requirements has 

been set out below: 

 

Standard Requirement 

    

Identity 

Head office 

Registered office 

Primary Contact 

Enquiry Contact 

Company Details 

Enhanced Company Details 

Branch office 

Director/Partner Details 

Related Companies 

Areas of Operation 

Staffing  

Trade Associations/Professional 
Bodies 

Financials 
Financials 

Enhanced Financial Details 

Insurances Insurances 

Corporate and 
Professional 
Standing 

Corporate and Professional 
Standing 

Enhanced Corporate and 
Professional Standing 

Health and safety 

Health and Safety General 

Health and Safety 

Enhanced Health and safety 

Health and Safety Third Party / 
Exemption certificates 

Equal Opportunity 
and Diversity 

Equal Opportunity and Diversity 

Environmental 
Management 

Environmental Management 

Quality 
Management 

Quality Management 

Building Information 
Modelling (BIM) 

Building Information Modelling (BIM) 

Corporate Social 
Responsibility 

Corporate Social Responsibility 
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The information required can be updated from the “Level” area, however when signing up as 

an Associate member please register for the DPS before completing any of the 

Requirements as Associate members will only be able to submit the Requirements 

for verification in the Buyer Connections tab. Additional Standards may also appear 

once the Registration has been processed. 

 

How to Register for the Minor Works DPS. 
 

7. Please visit the following link that will direct you to the correct page.   

https://www.constructionline.co.uk/buyers/public-sector/ministry-

of-justice/ . 

 

8. When you scroll to the bottom of the page you will find the links to the MoJ DPS 

opportunities. 

 

 

 

 

 

9. From this page you can download the document pack and register for the Minor 

Works DPS using the buttons on the left.  

 

  

https://www.constructionline.co.uk/buyers/public-sector/ministry-of-justice/
https://www.constructionline.co.uk/buyers/public-sector/ministry-of-justice/
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10. Once you have clicked “Register for the Minor Works DPS” you will be taken to 

the following page and you will be asked for your Constructionline registration 

number:  

 

 

 

11. Once you have provided your registration number various fields will appear (not all 

of which has been reproduced below). 
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12. Once all fields have been completed and at least one or more work categories have 

been selected. It will then ask you to  the application.  Once sent you will see a 

pop-up acknowledgement at the bottom of the screen. 

 

 

13. Once Constructionline has received your application, you will be added to the DPS 

in the Not Approved list.  Your Constructionline record will then look like this. 

 

 

14. You will then be able to complete the Requirements by clicking EDIT located at the 

end of each Requirement under the Buyer Connections tab. 

 

15. Once a requirement has been completed a Submit tab (shown below) will 

appear at the top of the section for you to click and send across to 

Constructionline for verification.  Alternatively, you may check the Ready 

for Assessment box which will enable you to submit several Requirement 

sections, when you are ready to do so, at the same time. 
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16. Once the following is verified: 

a. requirements within the Standards,  

b. examples of experience, and  

c. at least one of the work categories you selected when making 

the application for the DPS,  

the MoJ will be in a position to countersign your MWDPS Agreement.  You 

will then move over to the Approved list, which you will be able to see under 

the Buyer Connections tab. 

 

 

Please Note - as an associate member, your requirements will not be 

approved by Constructionline, however when you apply for a DPS, you 

will then be able to submit them under the Buyer Connections box 

DPS Email address buyerservices.constructionline@constructionline.co.uk  

Constructionline Helpline:  0333 300 3066  

 

If you have any questions or concerns, regarding the documentation please contact 

CCMD-MWDPS@justice.gov.uk. 

 

mailto:buyerservices.constructionline@constructionline.co.uk

