[image: image1.png]/ ) NATIONAL
l /CAREaSSOCIatIOn

of the nation’s independent c





Form Completion Top Tips

The new DBS application form was designed to allow customers to apply for a DBS check and ISA Adult First registration on one simple form. 
Any applications which have not been completed correctly will be returned to you therefore, any mistakes on the forms will delay the DBS check. The following are the Top most Common Mistakes which cause the applications to be rejected:
	Area
	Description
	What should I do?

	Correcting Mistakes


	Do NOT use correction fluid.
	If you make a mistake, put a line through the mistake and correct it to the right. 

If you cross the wrong box put a line through the box crossed in error and circle the correct one     

	Black Ink
	Blue Ink is NOT acceptable
	Black Ink must be used throughout

	Entering Dates
	DD/MM/YYY 

MM/YYYY
	DD/MM/YYYY - 25/12/2000

MM/YYYY - 12/2000   



	Yellow Boxes
	Mandatory fields
	ALL yellow highlighted boxes on the form Must be completed as they are Mandatory


Before sending the DBS application to us have you checked the following:

A4 – If the applicant has marked yes they MUST complete previous surnames and previous forenames
A17 – Has the applicant entered COUNTRY of Birth NOT County of Birth

A22 – This is only for a Valid UK Driving Licence

A23 - Has the applicant got a middle name - ie 
BLOGG   051011  JA999EB         

Surname   DOB    Forename and middle name

Registered body use only boxes – these MUST be crossed to show what documents have been verified

B 32 – 37 – Address History – Has the applicant completed B32 33 35 37
This MUST cover a 5 year period WITHOUT any gaps? (even a month gap is not acceptable)
B37 Has the applicant completed Month and Year only NOT Day Month and Year
Registered body use only – This box MUST be crossed to show that you have verified the current address

E55 - 56 – This MUST be completed

W58 – 59 – This MUST be completed 

X61 – This MUST indicate a relevant workforce ie Adult Workforce or Child Workforce  followed by the position applied for ie Care Assistant

X 66 – This should only be YES if the applicant is working from THEIR OWN HOME ADDRESS
Y69 – 73 DO NOT COMPLETE
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