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Appendix 1: DBS Application Form Guidance

DBS Quick Checklist:

a) Completed all mandatory sections marked in YELLOW on the DBS Form

b) ALL documents referenced in the form including where relevant:

i. Passport

ii. Driving licence

iii. Document showing National Insurance number

iv. Document showing current address
v. Be aware of the DBS Code of Practice, read the DBS privacy policy at: https://www.gov.uk/government/publications/dbs-privacy-policies and sign the declaration at the bottom of this guidance
£50 fee for the DBS administration fee paid by card or directly to the UCO bank account in advance, quoting DBS and your surname (students only)
UCO BANK ACCOUNT DETAILS:
Account Name:     The University College of Osteopathy
Bank Name:          Barclays Bank
Account No:          30196207
Sort Code:             20-65-82

If you already have an enhanced DBS disclosure, dated within the last six months, please bring this with you and you will not need to complete a DBS form

IMPORTANT INFORMATION:

Please read the instructions on the first page of the form

Please write in capitals in black ink to complete the form. Leave any sections that do not need to be completed blank; do not cross them out.

If you make a mistake DO NOT use correction fluid or cross the mistake out. You will need to fill out a new form, available from Registry/HR.

The DBS processes a high volume of applications and will typically complete a disclosure in a minimum of 4 weeks. 

If you have used a continuation sheet for previous addresses, please DO NOT sign the continuation sheet.
A copy of your DBS certificate will be posted to your current address listed on the form. The UCO is not sent a copy of your certificate
On receipt of your certificate from the DBS, you must bring it to Registry/HR where the disclosure details will be recorded and, where necessary, a copy will be made.

We will securely store any copies of disclosure forms for up to 6 months, after which they are destroyed.

It is your responsibility to keep your original DBS certificate safe.

IDENTIFICATION GUIDANCE:

When completing the DBS form, you will need to provide every document referred to.

At least one document must confirm your current name and date of birth as recorded in section a.

At least one document must confirm your current address, as recorded in section b, and be no older than three months

If you have only provided two forms of identification (e.g. only a passport and proof of current address) you will need to provide one other form of identification (usually a birth certificate). 

For more information on what is an accepted form of identification, please visit the DBS website:  https://www.gov.uk/guidance/documents-the-applicant-must-provide
For a comprehensive guide to filling in the form please visit: https://www.gov.uk/government/publications/dbs-application-forms-guide-for-applicants/dbs-application-form-guide-for-applicants
IMPORTANT NOTES REGARDING IDENTITY DOCUMENTS:

ALL documents must be presented in their original form. Photocopies will not be accepted. If you cannot provide an original document we cannot verify your form.

Do NOT complete any section which you do not have valid documentary evidence for, e.g. only complete your NI Number if you can show us your NI Card/payslip/P60 etc. for verification.

INTERNATIONAL STUDENTS:

International students or applicants who have lived in the UK for less than six months do not need to complete the DBS form. You will need to obtain a criminal record check from your home or your country of residency. 
Your record check will need to be translated into English by an authorised translator if it is not already.

Declaration
Privacy Policy-standard/enhanced checks (paper and e-Bulk applications) declaration: I have read the Standard/Enhanced Check Privacy Policy for applicants and I understand how DBS will process my personal data and the options available to me for submitting an application.
Print Full Name: ________________________________________
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