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The following is an illustrated guide provided by the Student Registry to accompany the DBS
application form: guide for applicants guidance document. It is not intended to replace or
supersede DBS guidance but rather to demonstrate how to fill the DBS application out and
to provide examples of some common mistakes and how to fix them for University of
Cambridge student applicants.

When completing your application, please bear in mind the general guidelines for filling in
your DBS form:

General Guidelines

e Don’t submit photocopies of the application form, please only submit the original
form you received from the University of Cambridge

o Use black ink when completing the form and insert only 1 character in each box

e Use capital letters when completing the form

e All sections in yellow and their associated fields are mandatory and must be
completed

o If afield doesn’t apply to you, please leave it blank. Don’t enter N/A or any other
variation

¢ If you make a mistake, put a line through and correct it to the right - don’t use
correction fluid.

o If there is no space to correct your mistake on your form, download and complete
both sides of the continuation sheet (see below)

e If there isn’'t enough space on the application form, download and complete a
continuation sheet

e Make sure you supply all of the addresses you have lived at in the last 5 years
including any overseas addresses

e If you have lived at an overseas address for six consecutive months or more,
you will need to complete an overseas criminal record check for that country of
residence. You will also need to complete and return the self-declaration form you
received in your DBS application pack (if you did not receive one, please email
dbsstudents@admin.cam.ac.uk to request one)

¢ If you have selected more than one of the yes/no options in error circle the correct
box, DBS will accept the circled box

e Keep your signature within the provided box

e You must not include stamps, staples or stickers on the form

o Don’t send your form directly to DBS — send it to either your college (MedVet
applicants); the Faculty of Education (PGCE) or the Student Registry (all other
applicants)

And remember — write down your reference form number, located in the upper right hand
corner of the front covering page of your DBS application form.


https://www.gov.uk/government/publications/dbs-application-forms-guide-for-applicants/dbs-application-form-guide-for-applicants
https://www.gov.uk/government/publications/dbs-application-forms-guide-for-applicants/dbs-application-form-guide-for-applicants
https://www.gov.uk/government/publications/dbs-continuation-sheet
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
mailto:dbsstudents@admin.cam.ac.uk

Application form

4Ok Disclosure &
Barring Service

(LT EE

THE UNIVERSITY OF CAMBRIDGE formmern
THE OLD SCHOOLS
TRINITY LANE FO0L10724948
CAMBRIDGE
CB21TT
: PO Box 3961
Wootton Bassett SN4 4HF

000936

If you would like to keep your DBS certificate up to date why not also join our Update Service at www.gov.uk/dbs

This form can be used to apply for a Disclosure and Barring Service (DBS) check. APPLICANTS MUST COMPLETE SECTIONS
a, b, c AND e ONLY. DO NOT COMPLETE SECTIONS d, w, x, y OR z. If you require help in completing the form, you can call the
DBS on 03000 200 190, visit our website on www.gov.uk/dbs or talk to the person who provided you with this form.

Failure to complete this form correctly will delay your application. Applicants need not enter names relating to their previous
gender, but must contact the Sensitive Team on Sensitive@dbs.gsi.gov.uk if this option is to be exercised.

® Use BLACK INK throughout. Write over the edges of each box.

= Use CAPITAL LETTERS when completing the form. Place stamps or stickers on the form.

= Complete all sections marked in [YELLOW] - if you do not, your form Staple anything to the form.

will be returned unprocessed and this will delay your application. Use correction fluid.

Write clearly and insert only one character in each box. Strike out a section that is not applicable. Please leave it blank.
Put a line through a mistake, and correct it to the right.

Mark choices in the box with a cross (X).

Keep your signature(s) within the box provided.

Provide all addresses where you have lived in the last 5 years. If you

have lived overseas within this period please include these addresses.

proving your identity applicant’s checklist

After you have completed sections a, b, ¢ and e please return  Before you pass this form to the person who provided it to you,
the form to the person who provided you with the form. They will  please ensure you have:
then ask you to provide a range of documents to confirm your identity.

Please refer to the ID checking guidelines which can be found at Completed all the[mandatory/fields, highlighted in
www.gov.uk/dbs yellow in sections a, b and e.

identity documents ® Provided all the addresses where you have lived in
the last 5 years.

® You must provide original documentation only; photocopies will not

be accepted. = Signed the declaration in section e.

B At least one document must confirm your current name, as recorded  Now pass the following to the person who provided you

in section a. with this form:
® At least one document must confirm your date of birth, as recorded ~® Application form.
in section a.

= |dentity documents.

® At least one document must confirm your current address, as recorded

in section b and should be issued within a certain period, see ID
checking guidelines.

= Continuation sheets (if you have used any),
available from www.gov.uk/dbs

®  Wherever possible, where you hold a document containing a photograph & Paymenti(ifyoihavelbeen'askeditoiprovice Yuy):
from the approved identity document list, this should be submitted.

fair processing notice

The Disclosure and Barring Service will refer the details provided on this application form to government and law enforcement bodies in
accordance with any relevant legislation. The details provided to these bodies will be used for identifying possible matches to records held by
them. Where such a match is established, data may be released to the DBS for inclusion on any certificate issued. The details provided on this
form may be used to update the records held by the bodies specified above. The details provided on this application form may be used to verify
your identity for authentication purposes. The DBS may use any information provided by the DBS on a certificate or otherwise held by the DBS
to inform any of its barring decisions made under its powers within the Safeguarding Vulnerable Groups Act 2006.

APPLICANTS MUST COMPLETE SECTIONS a, b, c AND e ONLY. DO NOT COMPLETE SECTIONS d, w, x, y OR z |

You can use this number, along with your date of birth, to track your application using the
DBS Tracking Service. It is your responsibility to track your application and to contact
us if problems arise.



https://secure.crbonline.gov.uk/enquiry/enquirySearch.do

Filling in the first page (Section A — applicant’s details)

Here is an example of what a typical first page of the application looks like:

E applicant’s details &
(]

i ] ] ws[] s ms[] ewer IO
(2 Tsurmame | AUEADRERE RN RN ERERERRERRNEEN
BT I:@BD@I@IDDDDDDDDDDDDDDDDDDDDD
N X ~(o oo mpiany st
5 Tsurmame IR RRRRRERENERRRRRRNRENENEER
& [forensme® IR ERRERENERERERERRENENEEN
Fraewensas] IO -CICCICIC]

& surmame IR RRERENERERERERRERENEEN
[5 [ forename® IR RNERERREERNEREREERENEEEEN
[elemestomanase] [ JCICIC I - IO

[T surname ] IRRERRREREERERERERERERRERENENR
LI IR RERENERERENEREENENEEN
mleerenemas] [ - OO

(14 ] date of irth [l ] =] o] —4
[15 [ gender | mate ] femate ()]

melmeeeormmneonn] [N [ ][w][e] =] 0 fe [ o LI Ll ]I O OO OO
[z T arbinteaunny ] (][N ][ ][e]Co][ ][] ]le o] oM ]I I I I I
(18 [ emal address | (M a)z][][e]fe Ja]mil- ]l el o e OO OO OO

INEEEEEEEEREEEEEREREEEEEEEEEED
i ajii i n AN i ARRnAR

’ 20 ] ﬁ]‘;g&‘:‘pj‘r"i;ggﬁ;‘ma’ | no D yesx If ‘yes’ you must complete a21, if ‘no’ go to a22
[217 national insurance num ber | @
] 22 [grnylng ncg\ce” alid UK no D yelef ‘yes’ you must complete a23, if 'no’ go to a24 a14 verified I:I
[23] driving licence num ber | DEE@@@@E@ a21 verified D ‘
a23 verified |:|
D x If yes' you must complete a25, a26, and 27, agEariisd D

E@EEIEEE@DDD
(R s OOOOOOOOOOOOOOOOO O
[N EE e eI IO

(38 not used | [elfe ]l o] (=1l s e O IO O O OO OO O
(25 ot used | E%DE@.D@B@DDDDDDDEDDDDDDDDDDDD
[3o| e e l no yes| ] 1f ‘yes' you must complete a31, if ‘no go to section b
B IEEEEREEEEEEEEEREEEE




Helpful reminders for Section A:

- Forenames (line 3) — do not forget to include any legal middle names on this line.
Many students simply list their first names which can lead to processing delays when
DBS queries your name because it does not match your legal documentation

- Country of Issue (line 27) — If you are a British citizen, this is the United Kingdom,
rather than England, Scotland, Wales or Northern Ireland

If you have had a nhame change for any reason including by deed poll or by marriage, do
record your previous names and indicate the dates you held that name using the MMYYYY
format:

BY applicant’s details B
1 [ title ] ul X

2 [ surname A{U|S|[T| I[N
3 [ forename(s) | JIA|NE MA R|Y
have yan ever been known _— - X If
1y other names? i

from www.gov.uk/dbs

14 | date of birth | 1o o][7][1]s][e]0 ,_I



Filling in the Second Page (Sections B — E)

Here is one example of a completed second page:

[ curont sicress MmN B
S HoNaNCOONCHNNNENSNsNARRERRRES

TENEENRENRINRINAN RN nnnnnn
s ENERROFEEOOO0O0OOOCO0OOD
— FAME R R S e OO
GO DD0RCCECDNGECORNEN
Lolle][2][e][*][e] )

You must provide all other addresses where you have lived in the last 5 yea jg;;ggc‘,;dd'e” D
;:r:r:mu::t b%l ghpstnfdetcesss:rywe sl from dg ovk/dbe e L o
(58] sddes ol Tl NN R REE OO O0O0O000000

OO OO OOOOOOOOOOOOOO
(el el OO0
(407 county | IR NN N NN
e lr o RNDSEE 000G 0RDN0GCECAREN
l]]l=]ell1]le] [o]fef2 o] *][e]
(24 addres | [l iCe R R IR e e e e OO I

N000N0000000000000000000000000
mme  [DRNERNOOO0000000000000000000000
i N00NN0000000000000000000000000
oo WA sl ER RO
wreswme)  FEERY SEEEEE
Bl o roconvieie 8

mEm EROREAOEEEO0000000000000000000
e el el O0000000000000000000

DR EEDE0EEEEEEEEREREEEEEEEEN
DR ERDE0EEEEEEEEEEEREREEEEEN
[o]lo] ]« ] TRl e I IO IO
Enﬁﬁﬁﬂﬂﬁﬁﬂﬂﬁ

55 | eptmand f* M| )] ves[]  feplamdedaaion e

[56 ] declaration byth applicant |

By signii gth applican tdecl ration box | confirm that the informatiol
that | have provided in support fth ppl ation is comple t and tru x
and u d t dth t knowi glyt o make a false stateme tfo th
minal offen

ppo myb

EIEJDBBJU
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You must ensure that your addresses are continuous and overlapping for the last five years
like in the example above. Note that the format for these dates is MMYYYY. You will notice

that our applicant lived at the Cherry Tree Lane address until March 2016 (032016) and that
she ensured that her period of residency on Downing Street started in March 2016 (032016)
as well.

The address sections can be complicated for student applicants given how much they move
around. The current address should be the residence you consider to be your permanent
address in the United Kingdom and it needs to match one or more of the forms of ID you
provide to verify your identity. For many students this may be the home in which they grew
up. In some cases then your address history may look like this:

Please give details of your current address. |

This is the address to which all correspondence will be sent.

24 Pllallri[k|/s| 1| D|E

C{lA||M|B|[R| I|[D]| G||E
Cl A||M|B|[R]fI|[D| G|E|[S|H|!I [|R|E

35 UK postcode C|[B|2 1{(J||E 6] cou U[IN[[I{|T|E||D K|/ /N|G D|lOM

s since 0(3(2([0] 05

You must provide all other addresses where you have lived in the last 5 years.
There must be no gaps in dates, however, overlapping dates are acceptable.

| Use a continuation sheet if necessary, available from www.gov.uk/dbs
If not applicable, go to section e.

(g |

Other address histories are going to be more complex. You also can, and should, record any
other addresses you have lived in. Remember you must have a continuous address history
over the last five years. If you lived in accommodation as a student from September to June
in an academic year, the summer vacation gap between June and the following September
can be covered by your current address and you don’t need to record that summer vacation
period on your form. In this case the following example is an acceptable address history:



Please give details of your current address. |
This is the address to which all ¢ :;Lde cewrllb ﬁrﬁ
(32 address | (2]l Jlp Jall=]le](s o offe]l L] Qgﬁg_gJHTDHSDDWD

(NN00O00000000000000000000000
PR CRCODiUCCANNEEEEREEEENANEREREN
i M EEE MO RE D 0000000000
s [ s e E R N EE RO
s Tﬁﬂmmr
T THDlo%mJ@JMdIIE?ﬁTHDDHDDDDDDDD
iiiiiniiinnnnniiiinnnnnnnnnnn
eI IEMEROEEE 0000000000000
T AiRAARANNNRRRRRRRRRRNNRANNNNNN

(eIl P s ) S e o]l [njis ool LI
(@ ametonanae] [1][o][2]o]]s] [e]s]2]]1][e]

(44 adress | OOO0OCO00000000000000000000000
OO OO OO OO0
(45 owniiy IR EEEERENENNNNREEREREEN

(36 county | ﬁDE[[j;]TW, IR ERRNENNRENEEN
(47 Uk postcoe OO E::F]DDTf]LEDDDDDDDDDD

[49|datesfromandto| DDDDDi ‘JL ‘ ‘ ‘ ‘

Don’t forget any international addresses as well spent on exchange, gap years, etc. If you
spent six or more consecutive months in the last five years overseas, you will need an
overseas check. Recording any overseas addresses helps us determine whether you need
overseas checks or not.



r b clirent address ™ Please give details of your current address. |
This is the address to which all correspondence will be sent.

[32] address | 2|l4| |P|A|R|k|s|1]|D]E ‘ { 1]
: \
I LI
l3731£ow_(1/(|t'y} ClA(M|B[R|[I|D|G|E “ ‘ ‘ ‘
[34] county | clfam]e ] r][t]le e |[E][s|[a]l ][R[E] 1T T ] TTIC I
[35] UK postcode | [c]e]l2][ I ][e]l | r=emesmmn| v][N][ 7] E]e | ][ ]n]is ] o][o]M][ ]| ]
e — e e |
[ 37 | at address since | 0[9][2][0f[1]8 registered body use only
You must provide all other addresses where you have lived in the last 5 years. 5::;5:53“'0” LJ

P N There must be no gaps in dates, however, overlapping dates are acceptable.
e other addresses Use a continuation sheet if necessary, available from www.gov.uk/dbs

If not applicable, go to section e.

[38] address | [2][a][ Iis[v]ls[s[e]lx][ IR I[vI[E HEER (1]

L | R RERRN
[39] townicity | o|[t1]alw A I Trrnrnr 000000
[40] county | [of[N][T][a]R][1 ][ I T OO0
[@1] UK postcode | RENEAR DB RN R ARER BN []
[@Blawromanae] [ 1[2][2][0][1][3] [o][e][2][o] 1][s

If you believe you will require an overseas criminal record check, you will have to complete
and sign the self-declaration form included in your DBS application pack and return it with
your DBS application. The DBS guidance for overseas applicants has a country by country
quide which can advise you as to how to obtain the check(s) required.

If you have lived at more addresses that the form provides, the continuation sheet can be
completed (see next section).

Once you have completed you address history, don’t forget to sign the declaration section.
Ensure to sign it within the box and to write the date (in DDMMYYYY format).

| Y declaration by the applicant B

do you have any convictions, cautions, o [ W T
55 | reprimands or final warnings which no yes !

would not be filtered in line with (please sign within the box provided)

currentguidance? 0

FS?[ declaration by the applicant ‘

By signing the applicant declaration box | confirm that the information

that | have provided in support of this application is complete and true »

and understand that knowingly to make a false statement for this
purpose may be a criminal offence.

57 date of signature | 2][1][1]2][2][o][1]

TCS VER 4.0 03/15 English DAF


https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants

Filling in the Continuation Sheet
The continuation sheet is used primarily to record further information that does not fit on the
application form. If you need more space, you can download the continuation form.

Most students need the continuation sheet for their address history, which is on the second
page. Please print and complete the yellow sections on both sides of the form. On the first
page you need to provide your title, name, date of birth and UK post code. Do not forget to
write your form reference number in the section provided at the top!

nfinue Disclosure &

( I 1 § e
| 1 f &
formreference | [ o][1][1][o][ 7 2][ 4] o][4][] B e
Keep a record of your Form Reference number to track your DBS application online at www.gov.uk/dbs
YOU MUST YOU MUST NOT
= enter the form reference number located on the = staple this sheet to the application form
front of your application form
= use correction fluid
= complete all sections marked

=  place stamps or stickers on the sheet
*  use BLACK INK throughout
= strike out any section that is not applicable.
» use CAPITAL LETTERS to complete the sheet Please leave it blank

You must complete this section ensuring the details match the application form
we | MRISOOOOO0OCOO0O000000000000000

Lername | [a[u]ls]T]0 NI COOO OO0 OO COO 000000000

ramets) | L JAINTE]C Iallr IO OO0
[oene | Celo7IGINello] [uxpestcode | [cIle2 Talls]E] ]

Boih surnama and forename(e) and dats ofcach name comaiaton uees.
=meme | JO0O00000000000000000000000000
rme | OO OO OO OO0 OO OO0O000

[satesomnste | CITJCICICIC] - IO

e | (I0000000000OOO000000000000000
[ | 1000000000000
[sesrenarse | (000 - OOO00D)

e | OO00O00OO0OOOOOO0O0000000000
e | OO0 O00000000
swesremarss | (JII000] - OO0

wrere | 0000000000000 0000000000000
o | 0000000000000 000000000
smesvonanse | 00 - 000000

version 4.0 April 2013

If you are filling in the back of the form, do not forget to record your reference number again.
Record any further addresses in the same manner as you did on the main application form:

10



continuation sheet Disclosure &

EEE?ZNWﬂmMWNﬂHMHH Barring Servie

cord of your Form Reference number to track your DBS application online at www.gov.uk/dbs

[aasess | &) elRIM O erl v e 00000

OO0 0000000
oy | [OELETMWHONE NSO OO0 000000000
oy | [sTuRIRENM OO0 OO0
[ vostcose | (ST DRI [ counn | [ONFERIIKIN G RlelM ]
aes tomanato | [o]f&][2][o][o][7] - [o][s][2][o]1]s]

=== | 0 OO0O0000000000000000000000
RN NE NN NN NEEEEN
ewnery | [ I O OO OO O OO0 OO OO0
oy | [ OO OOO OO OO OO OO0
postoode | [ LTI e | LTI 0OOOOO0
datestromandto | [ [ [ [ I L]~ (I

additional information

HHHHHHHHHHHWHHHDHHHH
EEEEENEEEENNNENENNNN
AR NN NN
INEEEEEEEEEEENEEEEEEN
IR EENERNNEEERENREEEN

statement by registered person™®

| confirm that the requisite documentation and information signature of registered person

has been supplied and checked in accordance with DBS (please sign within the box provided)
guidance. | declare that the information | have provided in
support of the application is complete and true and
understand that knowingly to make a false statement for
this purpose may be a criminal offence. | certify that, where DO NOT SIGN
requested, an application for a DBS check is required for

the purpose of asking an exempted question under the STUDENT REGISTRY ONLY
Rehabilitation of Offenders Act 1974 (Exception) Order
1975; or for a prescribed purpose as defined in the Police
Act 1997 (Criminal Records) Regulations 2002.

EEEEEN

UL
INNNNENNEEN
BRI
LI

RN
HEEEEE

L]
L]
L
L
L

version 4.0 April 2013

Note: do not sign the back of the form. This is for the countersignatory to sign.
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Fixing Mistakes

Mistakes happen and most can be fixed. If you need to correct information on the form,
strikethrough the mistake and write your correction to the right of the mistake. See the
example below:

"\ Please give details of your current address. |
m current address This is the address to which all correspondence will be sent.

(2] address| (2]l ] Jle JlaJlr o oo el I IO OO OO

INEEEEEEEEEEEEEEEEEENNEEEEEEEN
(335 ownieiy | edtadlratedted [c]laf[mlie [ [t Jfo][a]le ]I ]
(34  county | [<]la [a]le J& ]t o lle s Jimd0 Jir e JOC IO OO
[c]le 2] Lol | e wiw [ e o L ]l )M I
[37] at address since | @@EF?E

You must provide all other addresses where you have lived in the last 5 years. \C/:erizé?address D
There must be no gaps in dates, however, overlapping dates are acceptable. '

Use a continuation sheet if necessary, available from www.gov.uk/dbs

If not applicable, go to section e.

RS
[ Jlo L o llow]nJLe ile I Tos e e Jle el I I LI
IR EEEEREEEEE NN
[ ]I I OO OO0
IR NN EEEEN NN
[s]wll]la JL_I[2][][#]razresmmmlu ][ o]l Jlo ][ [ [iwll<]lo]fo]m] I ][]
[l deionamdto] o2 ]2]of1]s] [ofo]z]lo][+]s]
(I T Twlle R IR0 e e e e JC e Al NI
IR enn
Townery (eIl O OO O
IR EEEEEEEEENRENNREE
(Wl Jia Il Al e Teamm o NI e (o] ] Injl]o o M LI ]

[ 49 [ dates from and to | @@E@[EE w‘ 032016

Note that if you make a mistake with the dates, you can write them to the right in the blank
space on the form.
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If you make a mistake with a check box, such as those used on the first page of ‘applicant’s
details’, draw a line through the mistake, and circle your corrected answer, as seen in the
example below:

15 Eender ma\e} ‘fema\ex I
eI roNnnanoEoDOnEEER .
1 place of bi own E || T) HJLE]
i7 [ paceofbithounty ]  |[U|[N][ 1 [[7][e]o]] [ ][ |[n]s]o]o]m] | ] \
Ll 26 Telc almi Al |
(18 T e mal sdress | [ ml[s][2]s [ @]lc]/a]m] . [alc]. u]x NN ERREN
— o e e A
’ ‘ I ‘ ‘ ’ Iﬂ\ |

L L Il

(15 T contacteephone rumber | [0 [1][2][2 [[3 [s ][s][s [ls 8 s | ] ]|

0 do you have a national n y!!*'!" ‘yes' you must complete a21, if ‘no’ go to a22 registered body use only
insurance number? =N

R .
21 [ national insurance r\umbe[} H | “ al-a3 verified
22 grol\lyl?); n?é?]:e\;alid UK | no ‘ yesx If ‘yes’ you must complete a23, if ‘no’ go to a24 a14 verified
T | | | o | I | | | ! =1
23 | driving licence number ‘ A ” ujis|T l1l9ll5][7]l1]lo] ol |m “9 5](3 |0 HZ | a21 verified

Other mistakes, such as writing in blue instead of black ink, will require a new form. If that is
the case, please get in touch with dbsstudents@admin.ca.ac.uk as soon as possible.

Helpful links
DBS Guide for Applicants: https://www.gov.uk/government/publications/dbs-application-
forms-guide-for-applicants/dbs-application-form-quide-for-applicants

DBS ID documents guidance: https://www.gov.uk/quidance/documents-the-applicant-must-
provide

Continuation Sheet: https://www.gov.uk/government/publications/dbs-continuation-sheet

DBS Guidance for Overseas Applicants:
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-
applicants

DBS Tracking Service: https://secure.crbonline.gov.uk/enquiry/enquirySearch.do

University of Cambridge DBS guidance: https://www.cambridgestudents.cam.ac.uk/new-
students/rules-and-legal-compliance/disclosure-and-barring-service
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