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How to complete the new CRB Application Form

The new CRB application form was designed to allow customers to apply for a CRB check and ISA registration on one simple form.  As a result of the Government’s recent announcement to halt the launch of ISA registration phase of the new Vetting and Barring Scheme, this form should only be used to apply for a CRB check.

There is an e-guide available via the CRB website: http://www.crb.homeoffice.gov.uk/eguide to help you complete the form correctly.  Any mistakes made on the form will delay the CRB check and, if this is a new appointment, potentially delay your start date in post.
Completing the CRB Application Form

· The form must be completed in BLACK INK
· You must use CAPITAL letters
· The applicant must complete Sections a,b,c and e – if these sections are not completed, the form will be returned unprocessed and the application delayed
· Section d (apply for registration with ISA) should be left blank until further notice
· The evidence checker (usually a CCC Manager) must complete section w and x. Section y must be left blank – this will be completed by the counter-signatory
· Ensure that all relevant check boxes are marked with a cross -  X
· Ensure that all text and signatures are kept within the boxes and don’t go outside of these set lines
· Make a note of the form reference number (found on the top right of the front cover) so you can track your application online (refer to the CRB website – www.crb.gov.uk for details on how to do this)
· If you make a mistake on the application, draw a line through it. Write the correction to the right of the mistake. Do not use correction fluid

· Do not staple anything to the form
· Ensure that when you are completing the date fields with the following formats DD/MM/YYY and MM/YYY, you should complete the fields as below:
DDD/MM/YYY – 25/12/2010

MM/YYY – 12/2010
Detailed guidance for each section is provided on the following pages.

Section a 
applicants details


Sections in bold on this information sheet are mandatory for all applicants.
These are highlighted in yellow on the actual CRB form.

Sections not in bold relate to optional information and should be completed where applicable.  

	1. title

	A cross should be made in the box next to the relevant title. Only one field should be crossed.

If the Mrs/Ms field have been crossed, refer to a4 and a5



	2. surname
	Should be completed with the applicants current surname



	3. forename(s)
	Must be completed with all current forenames (check for middle names when checking ID in section w)



	4. have you been known by any other name?
	Either Yes or No should be checked – if Yes is checked, continue to a5



	5,8 &11. surname
	Only required to be completed if the applicant has ever gone by another name(s)



	6,9 &12. forename
	Only required to be completed if the applicant has ever gone by another name(s)



	7,10 & 13. 
	For all other names used, the dates should be completed for when this name was used


	14. date of birth
	Enter as DDMMYYY (eg 14051971 for 14 May 1971)



	15. gender
	Male / Female – Only one box must be crossed



	16. place of birth (town)
	To be completed, even if the applicant was born outside of the UK



	17. place of birth (country)
	To be completed with the applicants country of birth



	18. e-mail address
	Optional – this section will assist the CRB to contact the applicant with any queries



	19. contact telephone number
	Optional – this section will assist the CRB to contact the applicant with any queries



	20. do you have a national insurance number?
	To be checked as appropriate for all applicants

NB: If the applicant only has a temporary National Insurance number, the No field should be checked



	21. national insurance number
	Insert the applicant’s national insurance number 

NB: If the applicant only has a temporary National Insurance number, this field should be left blank



	22. do you hold a valid UK driving licence?
	To be checked as appropriate for all applicants

NB: this includes all full and provisional UK driving licences, but not licences from other countries



	23. driving licence number
	If the Yes box was checked in section 22, this must be completed with the applicant’s driving licence number



	24. do you hold a valid passport?
	To be checked as appropriate for all applicants



	25. passport number
	If the Yes box was checked in section 24, this must be completed with the applicant’s passport number


	26. nationality
	If the Yes box was checked in section 24, this must be completed with the nationality detailed on the applicant’s passport



	27. country of issue
	If the Yes box was checked in section 24, this must be completed with the country the passport was issued in



	28. do you have an ISA registration number?
	The ISA registration scheme is not currently in operation – check No for all applicants



	29. ISA registration number
	DO NOT COMPLETE


	30. do you have a Scottish vetting and barring number?
	The Scottish vetting and barring scheme is not currently in operation – check No for all applicants



	31. Scottish vetting and barring number
	DO NOT COMPLETE




Section b 
current address

	32. address
	This field should be completed with the applicant’s current full home address



	33. town/city
	To be completed



	34. county
	Optional, but recommended to be completed



	35. UK postcode
	Full postcode must be entered. Make sure that the postcode has no gaps – if the candidate does not live in the United Kingdom, you may leave the postcode field blank



	36. country
	To be completed for all applicants – even if the applicant is a resident of the United Kingdom you must still write the words United Kingdom in this field

If you do not live in the United Kingdom, you must still provide the name of the country where you live



	37. at address since
	To be completed with the month & year MMYYY that the applicant moved to this address (e.g. 012010 – Jan 2010)




Section c 
other addresses

The applicant only has to complete this section if the applicant has lived at their current home address for less than 5 years.  If not applicable, continue to section d.

A continuation sheet is available at www.crb.homeoffice.gov.uk/continuation if you require more space for addresses.

	38/44. address
	This field should be completed with the applicant’s most recent previous full home address



	39/45. town/city
	To be completed



	40/46. county
	Optional, but recommended to be completed



	41/47. UK postcode
	Full postcode must be entered. Make sure that the postcode has no gaps – if the candidate does not live in the United Kingdom, you may leave the postcode field blank



	42/48. country
	To be completed for all applicants – even if the applicant is a resident of the United Kingdom you must still write the words United Kingdom in this field

If you do not live in the United Kingdom, you must still provide the name of the country where you live



	43/49. dates from and to
	To be completed with the month & year MMYYY (e.g. 012010 – Jan 2010) that the applicant moved to and from this address 




Section d
apply for registration with ISA

	50 – 54 To be left blank
	Do not complete this section as the ISA registration scheme is not currently in operation



Section e
declaration by the applicant

	55. have you ever been convicted of a criminal offence or received a caution, reprimand or warning?


	Check Yes if the applicant has ever been convicted of any criminal offence, or received a caution, reprimand or warning


	56. declaration by the applicant 
	To be signed by the applicant (the signature must be kept within the box)



	57. date of signature
	To be completed with the date the applicant signed the declaration




The applicant must not complete the following sections. 

The Cumbria County Council Manager who checks the applicant identity documents will complete these sections.
Section w
evidence of identity

The Cumbria County Council manager must complete this section as a representative of the ‘Registered Body’. 
IMPORTANT: The verification boxes next to a20-24 on the application form must be completed to confirm that the details of identity and address have been verified.

The applicant’s original ID should be checked, photocopied and signed as seen and verified.  At least one document must confirm the applicant’s current address and at least one document must confirm the applicant’s date of birth.

For further guidance on ID, refer to the section below – Acceptable Forms of ID.

	58. name of evidence checker
	To be completed by the Cumbria County Council manager who checks the applicant’s ID


	59. have you established the true identity of the applicant, by examining a range of documents as set out in CRB guidance, and verified the information provided by the applicant in sections a and b, by completing the verification check boxes?
	To be completed by the Cumbria County Council manager who checks the applicant’s ID



The CCC Document Checklist should be completed with the details of the original documents seen and sent with the completed application form to the address given below.

Section x
apply for a CRB check

To be completed by the Cumbria County Council manager
	60. is the applicant applying for a CRB check?


	Check Yes for all applicants


	61. position applied for
	To be completed with the Position Title and CCC unit or team
NB: Only the first 30 characters of this field will be used by CRB – even though 60 are allowed – it is important that you provide the principal role details in those first 30 characters



	62. organisation name
	Enter ‘Cumbria County Council’


	63. level of CRB check
	A Standard CRB check is not appropriate for those working with children or vulnerable adults as it does not provide a check of the ISA barred lists.
If the applicant is applying for work in a ‘regulated activity’ with children or vulnerable adults then an Enhanced CRB check can be applied for.



	64. are you entitled to know whether the applicant is registered to work with children?


	If the Enhanced box was checked in x63, this section must be completed



	65. are you entitled to know whether the applicant is registered to work with vulnerable adults?


	If the Enhanced box was checked in x63, this section must be completed



	66. does this position involve working with children or vulnerable adults at the applicant’s home?


	If the Enhanced box was checked in x63, this section must be completed



	67. application type
	To be completed as appropriate:

a new post holder – it the applicant is new to the position recorded in x61

an existing post holder – if the applicant is already working in the position recorded in x61, but has never been CRB checked

a re-check of an existing post holder  - if the applicant is already working in the position recorded in x61, has been CRB checked for this position in the past and is being re-checked.



	68. is this application for a free of charge volunteer (someone who will not be in paid employment)?
	Check the box as appropriate


Section y
statement by registered person

Do not complete this section. 
The nominated Countersignatory for CCC will complete it. 
What to do once the CRB application form has been completed

When the CRB application form has been checked and any errors have been corrected, the evidence checker should send the form with:

· The completed Document Checklist

· Any continuation sheets

to:   Disclosure Team, CCC HR Service Centre, South Wing, Capita Building,

Kingmoor Business Park, Carlisle CA6 4SJ

The evidence checker should retain original photocopies on file in case of query.  
Do not send original ID documents.
DO NOT SEND THE FORM TO THE CRB DIRECTLY as this will be rejected and will cause delays.
Valid Identity Documents – Original documents only
All documents must show applicant’s current name (marriage certificate excepted). At least one document must confirm the applicant’s current address and at least one document must confirm the applicant’s date of birth.

· If you can provide any document from Group 1 then you need to show:

Three documents in total:

All three from Group 1; or two from Group 1 and one from Group 2; or one from Group 1 and two from Group 2.

· If you cannot provide any document from Group 1 then you need to show:

Five documents in total from Group 2.

	Group 1

	Passport  (any nationality)
	EU National Identity Card (EU Countries only)

	UK Issued Driving Licence -England/ Wales/ Scotland/ Northern Ireland/ Isle of Man ; either photocard or paper ( A photo card is only valid if the individual presents it with the counterpart licence) 
	UK Birth Certificate - issued within 12 months of date of birth – full or short form acceptable including those issued by UK authorities overseas, such as Embassies, High Commissions and HM Forces 

	HM Forces ID Card (UK) 
	UK Firearms Licence 

	Adoption Certificate (UK)    
	


	Group 2



	Marriage/Civil Partnership Certificate, 
	Vehicle Registration Document (Document V5 old style and V5C new style only) 

	Financial Statement **
- e.g. pension, endowment, ISA
	Court Claim Form** (UK) Documentation issued by Court Services

	Birth Certificate 
	P45/P60 Statement  (UK) **

	Mail Order Catalogue Statement*
	Bank/Building Society Statement*   

	Utility Bill* - electricity, gas, water, telephone – inc. mobile phone contract/bill
	TV Licence**

	Exam Certificate e.g. GCSE, NVQ, O Levels, Degree 
	

	Addressed Payslip *
	Credit Card Statement * 

	National Insurance Card (UK) 
	Store Card Statement * 

	NHS Card (UK) 
	Mortgage Statement ** 

	Benefit Statement* - e.g. Child Allowance, Pension 
	Insurance Certificate **  

	Certificate of British Nationality  (UK) 
	Council Tax Statement  (UK) **  

	Work Permit/Visa  (UK) ** 


	A document from Central/ Local Government/ Government Agency/ Local Authority giving entitlement (UK)*:
e.g. from the Department for Work and Pensions, the Employment Service , Customs & Revenue, Job Centre, Job Centre Plus, Social Security 

	CRB Disclosure Certificate ** 
	Letter from a Head Teacher * 

	Connexions Card (UK)   


	One of the following documents from the United Kingdom Borders Agency (UKBA) (formerly the Immigration and Nationality Directorate – IND) (UK): 

Do not use more than one of the following documents

Convention Travel Document (CTD) - Blue 

Stateless Person’s Document (SPD) - Red 

Certificate of Identity (CID) - Brown 

Application Registration Card (ARC) 




* Documentation should be less than three months old 

**Issued within past 12 months 

This list is subject to amendment.
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