How does my Club register for CRB E-Applications?
All Clubs have automatically been loaded onto the CRB E-Application system; as such applications can be submitted straight away!

For your club to begin using E-Applications the following simple steps should be followed –

         The role of “Club Safeguarding Officer” and, if required, “Assistant Club Safeguarding Officer” must be assigned to the person(s) who will be submitting CRB applications for your club. This is done by selecting the individual on your club’s Rugby First Membership List, editing their details, assigning the appropriate role (as stated above) to their record and ensuring that a valid personal email address is included on their contact details.

 

         A Username and Password can then be requested from the RFU Safeguarding Team. Please click “here” in order to request this.

 

         Once the Club Safeguarding Officer and/or Assistant Club Safeguarding Officer have logged into Rugby First they will notice on the Club’s Membership List an option to “Apply for CRB check”, which will take them directly to the CRB E-Application system where they can log in and begin. Please note – CRB Applicants must be on the Club’s Membership List before an application can be submitted.

 

By selecting the members on the Club Membership List and clicking “Apply for a CRB check” a list of up to 50 individuals can be brought across for the CRB process to begin. For more detailed guidance on each role in the process please select the relevant option below –

Applicant 

Club Safeguarding Officer + Assistant Club Safeguarding Officer 

If you have any problems in accessing or processing on the CRB E-Application System please “contact us” for assistance.

How a  club accesses CRB E-Applications
Firstly, you must ensure that the club roles of Club Safeguarding Officer and if needed Assistant Safeguarding Officer are linked to the correct person (mainly, the person who will be carrying out CRB checks for your organisation) and that they have a username and password for Rugby First. There must be a valid personal email address included on the persons record so that a username and password can be supplied.

The Club Safeguarding Officer will log into Rugby First and through accessing the club Membership List, will be able to select the individuals requiring a CRB check and bring them across (by clicking on the “Apply for CRB check” button at the bottom of this menu) to the CRB E-Application system. It is therefore mandatory for anyone wishing to apply for CRB clearance electronically to already appear on the club Membership List. 

Once the Club Safeguarding Officer has brought the list of individuals across to the E-Application system they will be required to log in, this will be the username and password supplied by the RFU, before any application can be started. 

Under the “Information” menu option on the site you will see a step by step guide to the system. We recommend on your first few visits that you view this to help when using the site in future.

The CRB E-Application system has a clear and concise Help Menu, which can be turned on or off at the users discretion. We would recommend that until you are confident in each section of the process that the Help function is turned on.
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Applicant CRB E-App guidance
  For the initial CRB process to begin, you will have been asked by the Club Safeguarding Officer to bring some identification when you meet them. This information will be entered onto the RFU’s CRB  E-Application system in order for an application to be created.

You will then have the option to complete the remaining parts of the application there and then (if you have immediate access to a computer connected to the internet) or you will be able to complete the application at a later date. 

You will need to set a few security answers on your record, so that when you log in the system can be certain you are the correct individual.

If you wish to complete the application immediately then you will just need to log in (with the details you have already set). If you are completing the application at a later date, an email will be sent to you (at an address you will specify), you will then just need to click on the link to open the application. Whichever option you choose (complete now or at a later date), you will be asked to answer one or two questions to confirm you are authorised to complete the application, as such it is recommended that you note the security questions and answers you select (as well as the ID documents you have provided) so that you are able to log in easily. Once these are accepted you will be asked to complete information in the required fields. Please note that the system will ensure that all mandatory information is supplied before allowing you to continue to the next section. 

Once you have completed the entire application and submitted it, the application will arrive at the RFU where it will be countersigned electronically. This will then be sent securely to the CRB who will begin their processing.

Please note, that although you have submitted the application electronically, the CRB will still supply you as the applicant a hard copy CRB disclosure certificate. As the Registered Body, the RFU will receive confirmation electronically and your record on Rugby First will automatically be updated.
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CRB E-Applications – Problems?
If you are having trouble with accessing or processing CRB Applications via the CRB E-Application system please contact the RFU Safeguarding Team – who will aim to assist you as much as possible.

The RFU Safeguarding Team can be reached on 0208 831 7454 (Monday – Friday between 9am and 5pm). Outside these hours please leave a message and we will contact you as soon as possible or alternatively try the Safeguarding Team mobile on 07590 890 855.

Alternatively, you can email us by clicking “here”.

When contacting us please have your name, organisation and username + password ready so we can provide you with a quick solution.  
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