RYA’s GUIDE TO COMPLETING THE CRB APPLICATION FORM

The RYA receives in excess of a thousand application forms per year.  One in three of these are completed incorrectly, causing inconvenience to this office, the applicant and the club.

Please read these notes, which highlight the main areas where mistakes are made.

Please use black ink throughout and write clearly in BLOCK CAPITALS, using only one letter or number in each box.

Do not use correction fluid.  If you do need to correct a mistake, put a line through it and write the correction clearly to the right, or as close as possible.

SECTION A 
3 - Please ensure that you include all forenames
9 - Use the correct date format (MMYYYY)
SECTION B 13 - If you are an unpaid volunteer please include in your job title, ie ‘Volunteer Sailing Instructor’ 
14 - This is the name of your Club, not the RYA.

SECTION C 
 20-26 – Please complete this section if you are a Mrs or Ms, even if it is the same name as provided in Section A.
28-32 – Please ensure details are as recorded on your birth certificate.

SECTION D

Please ensure you have provided a continuous 5 year address history.  If you need to include a continuation sheet, please ensure it includes your current name, address and application form reference number.

SECTIONS E, F & G – Please leave blank as the CRB no longer requires this information to process your application. 

SECTION H 

Please sign Item 68. The CRB no longer require a signature in Item 69.  
SECTION X
This section must be completed by the designated person at your club who is responsible for handling disclosure applications and checking identity documents.This is Lesley Foskett. Please email me to arrange a meeting to complete Lesley.foskett1@ntlworld.com
IDENTITY DOCUMENTS

You must produce at least one document from GROUP 1 plus any two from Groups 1 or 2.
All documents must be in your current name and at least one document must show your current address and at least one document must show your date of birth.

	GROUP 1
	GROUP 2
	GROUP 2 continued
	GROUP 2 continued

	Passport (any nationality)
	Utility Bill
	Council Tax Statement
	CRB Disclosure Certificate **

	UK Birth Certificate *
	P45/P60 Statement
	TV Licence
	

	UK Driving Licence
	Bank Statement
	Addressed Payslip
	

	EU National ID Card
	Credit Card Statement
	Work Permit
	

	HM Forces ID Card
	Mortgage Statement
	National Insurance Card
	

	Adoption Certificate
	Benefit Statement
	Exam Certificate
	


* issued within 12 months of date of birth
** issued within the past 12 months







PTO

Once the designated person at your club has checked your identity documentation and completed Section X, your application form will be sent to us for countersignature before we forward it to the CRB.

You can track the progress of your application on the CRB website  www.crb.gov.uk/tracking
You will require your application reference number, which is on the front of your form, so why not make a note of it now.

Reference Number ………………………………………………

If you have any queries regarding the completion of your disclosure application, please contact:

Lesley Underwood

Tel: 02380 604105
Email: lesley.underwood@rya.org.uk

