Application Form Completion Guide – For Applicant

General Rules

· USE BLACK INK ONLY. WRITE IN CAPITAL LETTERS.

· DO NOT USE CORRECTION FLUID. If you make a mistake, put a line through it and, if there is room, write the correct information in. Do not write anything outside the boxes. If there is not enough room for the correct information, use a continuation sheet. If you make a mistake when crossing one of the boxes, put an x in the correct box and circle it.

Applicants

Applicants must fill in sections a, b, c, d and e. All fields marked in yellow are mandatory and must be completed. If you answer yes to any of the mandatory fields, you then must complete any other fields the form then asks you to complete. If a non-mandatory field is not relevant to your application, please leave it blank.

Section a – Applicant’s Details

Please fill in your title and current full name in a1-3, including all your forenames, even if you do not normally use them. If you have ever changed your name, for example due to marriage, civil partnership, divorce or by deed poll, you must fill all your previous names under a4-13 and include the dates when you were known by those names. If you indicated that your title is Mrs, you must provide your birth surname. If you kept your birth name when you were married, please note this on a separate piece of paper.  Dates from and to should be filled in the format MM/YYYY. If you are a transgender applicant, you can omit any names which would reveal the gender assigned to you at birth, but you must contact the DBS at senstitive@dbs.gsi.gov.uk if you leave out any names.

Fill in your date of birth in a14 in the format DD/MM/YYYY. Place an X against your gender in a15. Provide the details of your place of birth in a16-17 as they appear on your birth or adoption certificate, and provide contact details if you wish in a18-19.

The remaining fields in this section relate to your personal documentation. You must be able to produce original documentation proving the information you give here; if you indicate that you have a passport, for example, you must be able to produce the passport and fill in the details requested about it on the form. 

Sections b and c – Current Address and Other Addresses

You must provide a full address history dating back at least five years. Section b asks for your current address. This is the address to which your disclosure will be sent. Section C asks for details of your previous addresses within that five year period. All the addresses you provide must be complete: the only field that is not mandatory is the county. You must also provide the dates when you lived at your current and previous addresses, in the format MM/YYYY. There must be no unexplained gaps in your address history.

If your address history is not straightforward, please read further:

· Students: If you have been living in student accommodation during term time and at your home address between academic years, you must give details of all these addresses. Put the address to which you wish the disclosure to be sent in section b, and all other addresses in section c. If this means you have to put a home or term time address that you are still living at in section c, do not leave the “date to” field blank: instead, put the current month and year. You must also include a continuation sheet explaining which of the addresses is your home address and which are term addresses.

· Working away from home: Information about short periods of time away from your permanent address due to work is not required. If you have spent months at a time living at an alternate address, or you live somewhere other than your permanent address for part of the week and return home for the rest, this information is required. Put details of your permanent home address in section b and the other address in section c, including the date you first stayed there and the date you last stayed there.

· Travelling: Information about short holidays is not required. Information about long periods of time spent travelling is. Write the word TRAVELLING in the address field, the name of the country in the “country” section, and the dates spent travelling. If you were travelling in the United Kingdom, please also provide the county or counties.

· HM Armed Forces: if you have a British Forces Post Office number, you may use this as a current or past address. Simply write the number in the address field and leave all other fields blank, except for the dates.

· Overseas: if you previously lived overseas, write the word OVERSEAS in the address field, and fill in the country and date fields. If you currently live overseas, you must provide your full current address in section b.

· If you lived or worked on a boat or ship, provide the registered port address or permanent mooring address, along with the dates.

· If you had no fixed abode, write NO FIXED ABODE in the address field and provide the town or city, county and country along with the dates. If you currently have no fixed abode, you must provide a “care of” address in section b and explain this on a continuation sheet.

Section d – Do Not Complete

Please leave this section completely blank.

Section e – Declaration

Answer question e55, then read the declaration, sign in the box, and date the form.

Application Form Completion Guide – For ID Checker

This applies to section w and x. This must not be completed by the applicant: one of the people nominated by the company to check evidence of identity must complete these sections.

Section w – evidence of identity

You must see a range of documentation to prove that your applicant is who they say they are. All the evidence seen must be original – do not accept photocopies. For information on what documentation is acceptable, please refer to previous guidance notes (or to notes included with this guide).

There are three Routes which you can use to confirm an applicant's identity. You should attempt these in order, i.e., try Route One first, then Route Two, and only then Route Three.

Route One 

· One document from Group 1. 

· Two additional documents from any Group.

Route Two 

· One document from Group 2a. 

· Two additional documents from Group 2a or 2b. 

· The applicant must also go through an external ID check. (We can arrange this for you at an additional cost of £10. You will not need to send any additional information or ID, but please include a note or covering letter requesting the external check with the form.)

Route Three 

· A certified copy of a UK birth certificate. 

· One document from Group 2a. 

· Three additional documents from Group 2a or 2b.

Please note that people who are not UK citizens can only be checked through Route One. Applicants who are not EEA Nationals (European Economic Area) must show their current passport, Biometric Residence Permit OR UK Work Permit/Visa, and one further document from any group. Applicants who are EEA Nationals must produce a current passport OR a photocard UK driving licence as one of their three ID items. (EEA nationals who have lived in the UK for 5 years or more can be treated as UK citizens for the purpose of ID checking.)

You must, in all cases, see at least one piece of evidence which proves the applicant’s current address, date of birth, and current name. (A single piece of evidence can prove multiple pieces of information: for example, a passport would prove both the applicant’s name and their date of birth.)

You must photocopy all the evidence you have seen and post it to Life Opportunities with the application. 

When you have checked all the information, please enter your name in section w and place a cross in the “yes” box.

Section x – apply for a DBS check.

Complete questions x61, x62 and x63, but please note that only the first line (30 characters) of the answer field for question x61 will be recognised. The second line should be left blank.


Indicate whether you require a standard or enhanced disclosure in x63. Please note that a Standard check does not include a check of the ISA barred lists and is therefore unsuitable for anyone who will be working with children or vulnerable adults. If you are applying for a Standard disclosure, questions 64-66 do not apply; they are only required for Enhanced applications. 

If filling in question x66, note that this is asking specifically about the applicant’s home address, i.e. the address entered in section b.

In question x67, cross one box to indicate whether the applicant is new to their post, has been working in that post without a Disclosure, or has been employed with a Disclosure and is now being re-checked. In question x68, indicate whether they are working on a volunteer basis or as a paid member of staff.

Please leave sections Y and Z BLANK. 

Do NOT sign in section Y. 

Thank you.

