
Guide for members on how to complete a 
DBS Disclosure Application Form 

 
The advice contained within this guide will help ensure that the information you provide is accurate, which 
should result in improved processing times. Currently we are very poor at sending our completed forms to 
the DBS service correctly filled in, which means we are on the wrong side of the national average by quite a 
long way! 
 
Before you start, please read the guidance on the front of the application form. 

 
All applicants must complete sections a, b, c and e only. 
 
DON’T complete questions a28, a29 or sections d  - as these are no longer mandatory fields. 
 
DON’T complete sections w, x, y or z - these are completed by the Club VPO and Countersignatory. 
 
General Rules for Completing the Application Form 
 

● Use BLACK INK and write clearly when completing the form and insert only one character in each 
box. 

● Use CAPITAL LETTERS when completing the form. 
● Please complete all sections marked in YELLOW and their associated fields as these are mandatory. 
● Please ensure that you leave one box blank in between each word or number. 
● If you make a mistake, put a line through it and correct it to the right - DO NOT use correction fluid. 
● If a field doesn’t apply to you, please leave it blank. Don’t enter N/A or any other variation. 
● Mark your choices in the box with a cross (X). 
● It is essential that you keep your entire signature within the box provided. 
● If there isn’t enough space on the application form, request a continuation sheet from your 

Counter-Signatory. 
● If you have selected more than one of the yes/no options in error, circle the correct box, they will 

accept the circled box. 
● Provide all addresses where you have lived in the last 5 years. If you have lived overseas within this 

period please include these addresses as well. 
● Don’t write over the edges of each box. 
● Don’t place stamps or stickers on the form. 
● Don’t staple anything to the form. 

 
Please return the following to your Club Vulnerable Persons Officer (VPO) 
or Club Secretary 

 
● Your completed application form. 
● Continuation sheets (if you have used any). 
● Consent Policy Disclosure and Barring Service and the Privacy Policy - Standard/Enhanced Checks 

(Paper and E-Bulk Applications) Declaration. 
● Identity documents - See section “Documents that you must provide to prove your identity”. 
● The original plus a photocopy of each identity document. (The original documents and a photocopy 

of each should be shown to the Club Secretary or VPO. The Club Secretary or VPO will verify that 
they have seen the originals before sending the signed and dated photocopies to the District 
Countersignatory. They will then return the originals to the applicant. The District Countersignatory 
will shred the photocopies only after the DBS certificate has been issued). 
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The following questions must be answered as follows: - 
 
Section A – Applicant’s Details 

 
1) Title - Mark your choice in the box with a cross (X) or write your title in the other field e.g. COLONEL. 
 
2) Surname – Write your full surname. 
 
3) Forename(s) - Please ensure that you include all of your forenames on the form. No nicknames 
or shortened names such as Robert to Bob will be accepted. 
 
4) Have you ever been known by any other names? - Mark your choice in the box with a cross (X). If 
you answer is ‘no’ go to a14, if ‘yes’ you must complete the full name(s) in a5 – a13 as appropriate. Use a 
continuation sheet if necessary. 
 
14) Date of birth - Use the DD MM YYYY format. e.g. 23 09 1944 
 
15) Gender - Mark your choice in the box with a cross (X). 
 
16) Place of birth (town) - These details must match those shown on your birth, adoption certificate or 
passport. You may also include the county on this line, to take account for the number of towns that appear 
in a variety of locations in the UK. Including the county at a16 is acceptable, and can help in the 
decision-making process by the DBS. However, you should not enter the county at a17. 
 
17) Place of birth (country) – These details must match those shown on your passport (more than likely 
UNITED KINGDOM). 
 
18) E-mail address – You are not required to provide a response to a18. However, if you do, the DBS can 
use the contact details throughout the application process to clarify issues that come to light as part of their 
check. 
 
19) Contact telephone number - You are not required to provide a response to a19. However, if you do, the 
DBS can use the contact details throughout the application process to clarify issues that come to light as part 
of their check. 
 
20) Do you have a national insurance number? - If your answer is ‘no’ go to a22, if ‘yes’ you must 
provide your national insurance number in a21. 
 
22) Do you hold a valid UK driving licence? - If your answer is ‘no’ go to a24, if ‘yes’ you must provide 
your driving licence number in a23. 
 
24) Do you hold a valid passport? - If your answer is ‘no’ go to a30, if ‘yes’ you must complete a25, a26 
and a27. 
 
25) Passport number? – Write it down as shown on your passport under Passport Number. 
 
26) Nationality? - Write it down exactly as shown on your passport under Nationality. e.g. BRITISH. 
 
27) Country of issue? – UNITED KINGDOM. 
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30) Do you have a Scottish vetting & barring number? - Place an X in the NO box please. 
 
 
Section B – Current Address 
 
32) Address - Write your address. e.g. 18  LARKFIELD AVENUE. 
 
33) Town/city - Write your Town/City. e.g. BILLERICAY. 
 
34) County – This is not a mandatory field but it is suggested that you complete it anyway. 
e.g. ESSEX. 
 
35) UK postcode - Write your post code. e.g. CM12  9RX. Make sure you leave a space between 
Parts 1 and Part 2 of the postcode. 
 
36) Country - For your country use e.g. ENGLAND. 
 
37) At address since - Use the MM YYYY format. e.g. 09 1944. 
 
 
Section C – Other Addresses 
 
You must provide all other addresses where you have lived in the last 5 years. If you have lived overseas 
within this period please include these addresses as well. There must be no gaps in dates, however, 
overlapping dates are acceptable. Use a continuation sheet if necessary. 
 
If not applicable to you, go to Section E – Declaration by the applicant. 
 
38) Address - Write your address. e.g. 23  SMITHFIELD STREET. 
 
39) Town/city - Write your Town/City. e.g. HORNCHURCH. 
 
40) County – This is not a mandatory field but it is suggested that you complete it anyway. 
e.g. ESSEX. 
 
41) UK postcode - Write your post code. e.g. RM12 2TB. 
 
42) Country - For your country. e.g. ENGLAND. 
 
43) Dates from and to - Use the MM  YYYY format. e.g. 02 2011 to  05 2012. 
 
44) Address - Write your address. e.g. 5  STATION ROAD. 
 
45) Town/city - Write your Town/City. e.g. LLANDRINDOD WELLS. 
 
46) County – This is not a mandatory field but it is suggested that you complete it anyway. 
e.g. POWYS. 
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47) UK postcode - Write your post code. e.g. LD3  8XC. 
 
48) Country - For your country. e.g. WALES. 
 
49) Dates from and to - Use the MM  YYYY format. e.g. 05 2012 to  03 2013. 
 
 
Section E – Declaration by the Applicant 
 
55) Have you ever been convicted of a criminal offence or received a caution, reprimand or 
warning? – Mark your choice in the box with a cross (X). 
 
56) Declaration by the applicant – Please sign within the box provided. Please ensure you keep your 
signature within the box provided. 
 
57) Date of signature – Use the DD  MM  YYYY format. e.g. 15 01 2014. 
 
 

Note: By signing the applicant declaration box you are confirming that the information that you 
have provided in support of this application is complete and true and that you understand that to 
knowingly make a false statement for this purpose may be a criminal offence. 
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Documents that applicants must provide to prove their identity 
 
One of the documents provided by the applicant from Route 2b must show the applicant's National 
Insurance Number (P45 or P60 statement). 
 
The documents needed will depend on the route the application takes. The applicant must try to provide 
documents from Route 1 first. 
 
Route 1 
The applicant must be able to show: 

● one document from Group 1, below 
● two further documents from either Group 1, or Group 2a or 2b, below 

 
At least one of these documents must show the applicant’s current address. 
 
If the applicant isn’t a national of the UK and is applying for voluntary work, they may need to be fingerprinted if 
they can’t show these documents. 
 
Route 2 
Route 2 can only be used if it’s impossible to process the application through Route1. 
 
If the applicant isn’t a national of the UK and is applying for voluntary work they can’t use Route 2. 
 
If the applicant doesn’t have any of the documents in Group 1, then they must be able to show: 
 

● one document from Group 2a 
● two further documents from either Group 2a or 2b 

 
At least one of the documents must show the applicant’s current address. The organisation conducting their 
ID check must then also use an appropriate external ID validation service to check the application. 
 
Route 3 
Route 3 can only be used if it’s impossible to process the application through Routes 1 or 2. 
 
For Route 3, the applicant must be able to show: 
 

● a birth certificate issued after the time of birth (UK, Isle of Man and Channel Islands) 
● one document from Group 2a 
● three further documents from Group 2a or 2b 

 
At least one of the documents must show the applicant’s current address. If the applicant can’t provide these 
documents they may need to be fingerprinted.  
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Group 1: Primary Identity Documents 

Document Notes 

Passport Any current and valid passport 

Biometric residence permit UK 

Current driving licence 
photocard (full or provisional) 

UK, Isle of Man and Channel Islands. From 8 June 2015, the paper 
counterpart to the photocard driving licence will not be valid and will no 
longer be issued by the DVLA 

Birth certificate – issued 
within 12 months of birth 

UK, Isle of Man, and Channel Islands – including those issued by UK 
authorities overseas, e.g. Embassies, High Commissions and HM Forces 

Adoption certificate UK and Channel Islands 

 

Group 2a: Trusted Government Documents 

Document Notes 

Current driving licence 
photocard (full or provisional) 

All countries outside the UK (excluding the Isle of Man and Channel 
Islands) 

Current driving licence 
photocard (full or provisional) 
- paper version (if issued 
before March 2000) 

UK, Isle of Man and Channel Islands. For a paper licence to be valid it 
must be issued before March 2000 and all information, including name 
and address, must be up to date 

Birth certificate – issued after 
time of birth 

UK, Isle of Man and Channel Islands 

Marriage/civil partnership 
certificate 

UK and Channel Islands 

Immigration document, visa or 
work permit 

Issued by a country outside the UK. Valid only for roles whereby the 
applicant is living and working outside of the UK. Visa/permit must relate 
to the non-UK country in which the role is based. 

HM Forces ID card or HM 
Armed Forces Veteran card 

UK 

Firearms licence UK, Isle of Man and Channel Islands 
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Group 2b: Financial and Social History Documents 

Document Notes Issue date and validity 

Mortgage statement UK Issued in last 12 months 

Bank or building society statement UK and Channel Islands Issued in last 3 months 

Bank or building society statement Countries outside the UK Issued in last 3 months - branch 
must be in the country where the 
applicant lives and works 

Bank or building society account 
opening confirmation letter 

UK Issued in last 3 months 

Credit card statement UK Issued in last 3 months 

Financial statement, for example 
pension or endowment 

UK Issued in last 12 months 

P45 or P60 statement UK and Channel Islands Issued in last 12 months 

Council Tax Statement UK and Channel Islands Issued in last 12 months 

Letter of sponsorship from future 
employment provider 

Non-UK only - valid only for 
applicants residing outside of the 
UK at time of application 

Must still be valid 

Utility bill UK – not mobile telephone bill Issued in last 3 months 

Benefit statement, e.g. Child 
Benefit, pension  

UK Issued in last 3 months 

Central or local government, 
government agency, or local 
council document giving 
entitlement, e.g. from the 
Department of Work and Pensions, 
the Employment Service, HMRC 

UK and Channel Islands Issued in last 3 months 

EEA National ID Card  Must still be valid 

Irish Passport Card Cannot be used with an Irish 
passport 

Must still be valid 

Cards carrying the PASS 
accreditation logo 

UK, Isle of Man and Channel 
Islands 

Must still be valid 

Letter from head teacher or college 
principal 

UK – for 16 to 19 year olds in full 
time education - only used in 
exceptional circumstances if other 
documents cannot be provided 

Must still be valid 
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