Dorset County Council

 THE APPLICANT’S GUIDE TO COMPLETING THE

CRB/ISA APPLICATION FORM

Please read this before you start
· The form must be completed in BLACK ink, in BLOCK CAPITALS, one letter or number per box.  DO NOT use any other colour ink anywhere on the form or your application will be rejected
· Please complete the form carefully as any errors, or missing information will delay your application or cause your form to be rejected
· Only enter information once you are sure it is accurate and that mandatory information can be verified. You will be required to produce documentation to support the answers you have completed on the form
· DO NOT strike through any of the sections or state that a field is not applicable or “N/A”
· DO NOT write outside the boxes

· DO NOT place any stickers or stamps on the form e.g. address labels

· DO NOT use correction fluid e.g. TIPPEX
· If you make a mistake when placing a cross in a box, you must place a cross in the correct box and circle the correct box (see example below).  DO NOT strike through the incorrect cross
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· If you make a mistake when writing in your details you may put a line through the error and enter the correct information if there are enough empty boxes  
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If there is insufficient room enter the information on an official continuation sheet downloadable from www.crb.homeoffice.gov.uk/continuation  or from the person who gave you this form.  When complete enclose continuation sheets inside the form.  

Do not staple or attach them in any way to the application form

· You must complete all of the yellow fields as this information is mandatory, plus all other fields that are applicable, in sections a,b,c,d and e.  Do not complete sections w,x,y or z

If this short guide is not sufficient a full e-guide version to completing the Application Form is available from the CRB website
http://www.crb.homeoffice.gov.uk/using_the_website/application_e-guide.aspx
Section a – applicant’s details

· (1) Title - Place a cross (x) in the box against your title.  If your title is not listed eg Doctor, Professor please ensure you enter this in the ‘other’ field
· (2-3) Name - Write your current name in full, including your surname and all your forenames

· (4 -13) Other names - You must tell us if you have ever been known by any other names.  Make sure that all combinations of surnames and forenames are provided together with a complete and consecutive history of the dates each combination was used (see example below)
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There is space to include three of these name combinations on the form. If you have used more than this, then you
must provide the details on an official continuation sheet. Go to

to download a sheet.
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· (7, 10 and 13) - Complete dates in the boxes using the month and full year format  MMYYYY
· (14) Date of birth – Enter date of birth using the format DDMMYYYY – e.g. 01071969

· (15) Gender – place a cross (X) against your gender.  Transgender applicants should contact the CRB Transgender line on 0151 676 1452 or email crbsensitive@crb.gsi.gov.uk for further advice
· (16-17) Place of birth – Provide both TOWN and COUNTRY of birth. Your County of birth is not required. These details can be  found on your birth or adoption certificate
· (18) email address – This information is optional and you do not have to provide it but we may need it to contact you
· (19) Contact telephone number – Please provide us with a contact telephone number, either mobile or landline including your area code
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» PLACE OF BIRTH - TOWN & COUNTRY [a16-17]:
Provide both the town and the country in which you were born, these details must match those found on your birth or
adoption certificate. These fields are marked in yellow, which means they must be completed.

» EMAIL ADDRESS [a18]:

Please provide us with your email address if you have one. Although you don't have to include this information, it is useful as
we may email you if we need to contact you about your application. This must also be written in capital letters.

» CONTACT TELEPHONE NUMBER [a19]:
You don't have to provide us with a contact telephone number, but it is helpful if you do include either a mobile number or a
landline, including the area code (for example 0121), as we may use this if we need to contact you about your application.
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· (20-27) Personal Documentation. National Insurance number, UK Driving Licence and Passport (this must have been issued within the past 10 years). If you hold these documents, and you presented them to the recruiting manager at interview, record details of the documents. If you did not present these documents, and instead provided 5 documents please leave this section blank.
· (28-31) Independent Safeguarding Authority (ISA) – ISA registration for those working in regulated activity or controlled activity with children or vulnerable is currently under review by the Government. Please leave these blank.
Section b – address details

· (32-37) – Complete your current address details as requested, noting that all fields in yellow are required information.  NB For a UNITED KINGDOM address enter UNITED KINGDOM at point 36 – Do not enter UK as this is not acceptable. 


Enter date in MMYYYY format
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Griminal Records Bureau

» Provide the address where you are currently living in section b. This will be where we will write to you and send

the results of your CRB check or ISA-registration.

» Ifthe first part of your address is fairly lengthy, as in our example, you may split it across the two lines of boxes in

section b32. Remember to leave an empty box between each word.
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NB The address provided in section B points 32 - 37 is the address to which all information produced by the Criminal Records Bureau will be sent
Section c – other addresses

· If you have not lived at the address in Section b for at least 5 years you must provide all the other addresses including any overseas addresses where you have lived/worked going back a full 5 years

· (43 and 49) - There must be no gaps in your addressing date history and the dates must be completed in the format MMYYYY.  This means that the month and year you left one address should ideally match the month and year that you moved into the next address – e.g. previous address from 081993 to 042008 / following address must start from 042008 to 072008
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» There is space on the form to record up to two additional addresses. The full address details are requested in a block of
six fields, which are similar to those in section b where you have supplied your current address. Please start with your
most recent address and work backwards from there. A complete address is required and, as with section b, the ‘county’
field is not mandatory.

» You must also include the dates that you lived at each address. Please ensure that there are no gaps in your address

history when you are supplying these dates. This means that the month and year that you left one address will ideally
match the month and year that you moved into the next address.
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· In circumstances such as, No Fixed Abode, Travelling abroad/UK, Student accommodation, HMP, hostel accommodation, refuges etc see full e-guide for guidance. Available at: 
http://www.crb.homeoffice.gov.uk/using_the_website/application_e-guide.aspx
· There is room for 2 further addresses in Section c – any further addresses must be completed on the official continuation sheet which is downloadable from www.crb.homeoffice.gov.uk/continuation or available from the person who gave you this form
Section d – applying for ISA registration

ISA registration for those working in regulated activity or controlled activity with children or vulnerable is currently under review by the Government. Please leave these blank.
Section e – declaration by applicant

· (55-57) – Complete all yellow mandatory fields and sign your usual signature within the box.  
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» Once you have filled in all parts of sections a, b, ¢ and d that are required for your application, you must fill in section e
before taking your form back to the person who asked you to complete it.

» CRIMINAL RECORD [e55]:
Place an X in the relevant box to indicate if you have ever been convicted of a criminal offence or received a caution,
reprimand or wamning.

» DECLARATION [e56-57]:

Before signing the form, you must read the declaration. If you agree that the information you have provided in the
application is complete and true, sign the form. Please ensure that your signature is contained within the box provided

and then date the form.
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Done @ Intemet | Protected Mode: On a v R100% -

‘Applic




Now the form is complete you should return it to your employer/authorised officer.
 Checklist for applicants

Have you:
□
Completed form in BLACK ink throughout and BLOCK 
CAPITALS?
□
Completed all yellow mandatory fields?
□
Completed remainder of form as instructed?
□
Signed within the box and dated the application?
□
Provided the required evidence of identity ?
Now pass your application form and any continuation sheets to your employer/authorised officer.
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