
CHECK LIST FOR COMPLETION OF CRB FORMS
Please note forms should be completed and returned to this office within a two week period from the date you receive them – in exceptional circumstances please contact the office if this cannot be achieved

APPLICANT
FORMS MUST BE COMPLETED IN BLACK INK ONLY
USE BLOCK CAPITALS
WHEN CORRECTING MISTAKES DO NOT USE CORRECTION FLUID TO CORRECT, PUT A LINE THROUGH THE MISTAKE AND REWRITE
WHEN ENTERING DATES USE FORMAT REQUESTED ON THE FORM
ALL SECTIONS HIGHLIGHTED IN YELLOW AND SECTIONS A, B, C,E SHOULD BE COMPLETED BY THE APPLICANT (DO NOT COMPLETE SECTION D)
WHEN USING THE CONTINUATION SHEETS PLEASE NOTE YOUF FORM REF NO. F000.... (FOUND ON THE RIGHT HAND SIDE) AND INCLUDE YOUR NAME AND ADDRESS.
PLEASE ENSURE THAT THERE ARE NO GAPS IN YOUR DATES WHEN STATING ADDRESS OR NAME CHANGES. YOU MUST GIVE AT LEAST FIVE YEARS OF DATES FROM THE DATE 
OF COMPLETION OF THE FORM
FOR THE ATTENTION OF THE PERSON VERIFIYING THE FORM
VERIFICATION MUST BE IN BLACK INK

ALL DOCUMENTS FOR PROOF OF ID MUST BE ENTERED ON THE SEPERATE SHEETS ALSO AND TO BE SIGNED BY THE VERIFYER.  ALL DOCUMENTS USED AS PROOF OF ID MUST BE DATED WITHIN THE LAST TWO MONTHS.
DO NOT COMPLETE THE BACK PAGE OF FORM AT ALL

PLEASE RETURN THE FORMS TO THE ADMINISTRATOR, DORSET YOUTH ASSOCIATION, LUBBECKE WAY, DORCHESTER – if you have any questions please contact Lynne at DYA on 01305 262440 or email lynnerockey@dorsetyouth.com 
IMPORTANT TRACKING INFORMATION

We strongly recommend that you track the progress of your CRB application by going on-line at www.crb.gov.uk/tracking
To access this information you will require your form reference number and date of birth.  IT IS THEREFORE IMPORTANT THAT YOU KEEP A RECORD OF YOUR FORM REFERENCE NUMBER.

Once the status of your application has been noted as cleared, you should receive your certificate in the post within 14 days.  Should you not receive written notification within 21 days please inform this office with immediate effect.  A duplicate certificate can only be raised within 90 days of the clearance date and will be processed free of charge.After the 90 day period a duplicate certificate cannot be issued as your information will be destroyed by the CRB office in accordance with the Data Protection Act, and it will be necessary for you to start the process again with a new form.
