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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 
 

 Don’t submit photocopies of the application form, please only submit the original 

form you received from the University of Cambridge 

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

 Use capital letters when completing the form 

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

completed 

 If a field 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.  

 If there is no space to correct your mistake on your form, download and complete 

both sides of the continuation sheet (see below) 

 If there isn’t enough space on the application form, download and complete a 

continuation sheet 

 Make sure you supply all of the addresses you have lived at in the last 5 years 

including any overseas addresses 

 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 

 Keep your signature within the provided box 

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

 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
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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
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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: 
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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 name 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: 
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Filling in the Second Page (Sections B – E) 
 

Here is one example of a completed second page: 
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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: 

 

 

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: 
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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.  
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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 

guide 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).  

 

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

 

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:  



11 
 

 

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: 

 

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: 

 

 

 

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-guide-for-applicants 

DBS ID documents guidance: https://www.gov.uk/guidance/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 

 

mailto:dbsstudents@admin.ca.ac.uk
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/guidance/documents-the-applicant-must-provide
https://www.gov.uk/guidance/documents-the-applicant-must-provide
https://www.gov.uk/government/publications/dbs-continuation-sheet
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants
https://secure.crbonline.gov.uk/enquiry/enquirySearch.do
https://www.cambridgestudents.cam.ac.uk/new-students/rules-and-legal-compliance/disclosure-and-barring-service
https://www.cambridgestudents.cam.ac.uk/new-students/rules-and-legal-compliance/disclosure-and-barring-service

