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GUIDELINES FOR CRB APPLICANTS

IDENTIFICATION DOCUMENTS;

 You must provide at least three documents from separate sources, the ideal documents are;

to verify the person -:

PASSPORT   -   DRIVING LICENSE   -   N.I. CARD or letter containing it  -  BIRTH CERTIFICATE  -  MARRIAGE CERTIFICATE  

To verify the address  -: 

UTILITY BILL  (more than one, can only be accepted if they are from different providers)  HOUSING AGREEMENT   -   TELEPHONE BILL  -   

As a rule, if you look on the inside page of the application if applicant states they have, passport, NI no. and driving license then they must include the details,  we will then put an x  to verify we have seen the documents in the smaller square within the page.  

There is a section on the right side of the page at the top where we must also mark X to verify address.

We do not retain or copy any documents – everything provided must be original and will be returned as soon as we have verified them
General Rules for the new CRB Forms
What follows are some general rules that apply throughout the application form. Failure to follow them may result in the application form being returned for correct completion and delay the application – please ensure when checking the applicant’s details that they, too, have followed them correctly.

· Write clearly in CAPITAL LETTERS using black ink and place only one letter or number in each box.

· If any of the fields are not relevant to the application, please leave them blank. Do not strike through any of the sections or state that a field is ‘not applicable’ or ‘N/A’.

· Do not write anything outside the boxes on any part of the form, including the front page.

· Don’t place any stickers or stamps on the form, for example address labels.

· Do not use correction fluid.

· If you make a mistake when choosing one of the X boxes, place a cross in the correct box and circle it.

· If you make a mistake when writing in your or the applicant’s details, put a line through the mistake and write the correct information alongside it in the next available text box to the right. If this doesn’t leave you with enough space, then you must include it instead on the official continuation sheet.
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