
CRB Application & Verification – Guide 
We have produced this guide to help you complete and verify CRB Disclosure Application 
Forms and inserts. Please note that it is our policy to return all incorrectly completed 
application forms.   
 
Please keep a note of the unique form reference number which is printed on the top right 
hand side of the first page. This will enable us to locate your application on our database and 
on the CRB Liverpool Tracking service. 
 
Contents: 
 
Page 2 – Section A 
Page 3 – Section B & E of Application Form 
Page 4 – Continuation sheet for surname address history 
Page 5 – Continuation sheet for address history  
Page 6 – Back Page of Application Form 
Page 7 – Documentary Evidence Sheet 
Page 8 – Disclosure Application Verification Form (Annex D to JSP 893) 
 
Who does what – A quick reference guide? 
 
Sections A to E of the Disclosure Application Form should be completed by the applicant. 
These sections compose the middle 2 pages of the form.  
 
If the applicant requires more room to supply information regarding surname or address 
history examples of continuation sheets have been supplied on pages 4 and 5 of this guide. 
Continuation sheets can be downloaded from the CRB website via the following link. 
http://www.crb.homeoffice.gov.uk/pdf/New%20Continuation%20Sheet%20july%2010.pdf
 
Sections W to Y are only to be completed by the Disclosure Team in York.  
 
Section Z is for CRB’s use. 
 
The A4 Inserts should only be completed by the Verifying Officer.    
 
Need more help? 
 
The Policy on the safeguarding of vulnerable groups is contained in JSP 893. This can be 
downloaded from the Defence Intranet.  
 
Contact us: 
joanne.berridge684@mod.uk
 
Alternatively phone on 01904 665680 or 94777 5680 
 
Visit our website: www.mod.uk/DBSNationalSecurityVetting
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CRB Application & Verification Guide 

 
 
 

CRB Application Form – Section A 

 
 
 
 

Description: In Section A you should provide your name history and details of your birthplace. You will also 
need to provide details of your NI Number, passport & driving licence (where applicable).  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This box is for Disclosure 
Team use only. 

In Section A you should provide a comprehensive name history, along 
with with the relevent dates. 
 
This should include any maiden names, pre-adoption names, and any 
other forenames you may have used on official paperwork. 
 
Please be aware that if information is entered at A5 then A6 and A7 
become mandatory fields.   

Boxes 28 and 29 are not currently required as the 
ISA registration phase of the VBS is under review. 
However WEF 28.02.11 question 30 is mandatory. 
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CRB Application Form – Section B to E 
 

Description: These sections should be completed by the applicant. However, the Verifying Officer is 
responsible for ensuring that the form and inserts have been correctly completed. 

It is essential that you provide 5 years continuous address 
history with no gaps or overlaps. All fields marked in 
yellow are mandatory, including country. BFPOs alone 
are not sufficient.  

Section D does not require completion as the ISA 
registration phase of the VBS scheme is currently 
being reviewed. 

This box is for 
registered body use 
only and should not be 
completed by the 
applicant or the 
Verifying Officer. 

A BFPO Number in B37 
alone is not sufficient to 
ensure delivery of your 
disclosure. Please provide 
unit address, country and 
BFPO number.    

If you require additional space for your 5 year 
address history please use the CRB continuation 
sheet. 

Place a cross in the box applicable to you. If you 
are unsure how to answer this question, advice 
can be sought from NACRO (an independent 
voluntary organisation working to prevent crime). 
Tel: 020 7840 6464.
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CRB Continuation Sheets – Surname History 
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Please put the form 
reference here to help 
CRB keep all the paper 
work together. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

This is CRB’s 
continuation sheet 
for anyone who may 
require more room to 
present their 
previous surname 
history.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



CRB Continuation Sheets – Address History 
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Several address 
history 
continuation 
sheets can be 
used if 
necessary. 

Explanations of any overlaps 
or gaps in the address 
history should go here. 

Please leave 
blank. 



CRB Application Form – Section W to Z 

 

Description: Do not complete any section of this page. Sections W to Z are for the use of the Disclosures 
Team in York. 
 
Completing any part of this page will invalidate your application and you will have to complete a new form. 

PLEASE LEAVE BLANK 
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Documentary Evidence Sheet 

Description: The Documentary Evidence Sheet is presented in the form of a separate insert and 
should be completed by the Verifying Officer to indicate the documents used to confirm the applicants’ 
identity. 
The form must be signed and dated and it is important that your name is legible. 

Please tick the appropriate box 
to indicate which documents 
have been checked. 

Key 
 
* Documentation should be 
less than 3 months old. 
 
** Documentation should be 
issued within past 12 months. 

It is the responsibility of the 
verifier to check that one form 
of ID shows the applicant’s 
current  address. Tick box to 
confirm. 
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Application Verification Form (Annex D to JSP 893) 

 

Description: The Disclosure Application Verification Form is a separate insert and should be completed 
by the Verifying Officer. 
 
This form tells us who initiated the request, applicant’s details, checks required & a funding UIN for 
chargable applications.  
 
Please note that the Verifying Officer is signing to confirm that the post meets the criteria for CRB 
Disclosure as laid down in JSP893 and that they have personally checked that the form has been correctly 
completed.  
 
Your attention particularly drawn to the statement at Part C. 

This is found on the 
front of the 
Disclosure 
Application Form, 
labelled “Form Ref”. 

All fields in Part A must be 
completed. 

Address of Unit 
requesting CRB 
Disclosure. 

Please indicate which service 
the applicant works for. This is 
vital to ensure the Disclosure 
notification reaches the 
correct Nominating Authority. 

The Position Applied For 
must be completed or the 
application will be 
rejected. 

If the applicant is applying for 
a paid position, the unit’s 
funding number must be 
supplied. 

Select either “Children” and/or 
“Vulnerable Adults”. Please refer 
to JSP 893 for the definition of a 
child within the MoD and a 
vulnerable adult. 

The verifier is required to 
sign and date at Part C. The 
application may progress 
slower if you do not supply a 
telephone number. 
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