
CSCS Online Employer Application Form

Guidance Completion Notes

THE ONLINE APPLICATION IS SPECIFICALLY FOR EMPLOYERS NOT INDIVIDUALS

STEP 1 - CSCS Terms and Conditions

STEP 2 - Employer Application

STEP 3 - Payment

You will need to read and tick to 
confirm your acceptance of the  
CSCS Terms and Conditions before 
continuing with the application.

Please complete the Employer 
details in this section of the  
application.

If your billing address is different to 
the one you have entered, please 
tick the box.

You must complete the payment 
section of the application. Please 
provide either account details or 
contact details for card payments.

For account payments please  
complete the following section:

Note: The Purchase order number is 
a unique identifier supplied by the 
company.

If you select No to CITB Account 
you must provide contact details 
for payment via Debit/Credit card 
along with the best time to call  
for payment.
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Note: You can apply online as an employer if you are applying for 2 applicants or more. If you are applying for 1 applicant then you 
will need to call us on 0344 99 44 777 to complete a paperless application. 

Once the Employer Details section 
and the relevant payment section 
have been completed please click 
the “Continue” button.



STEP 4 - Employee details

STEP 5 - Application type 

STEP 6 - Card Type

STEP 7 - Occupation Title 

On the Employee Details page begin 
by completing the personal details 
for the individual. Please complete 
all requested areas.

Tick box to Enter NI Number and 
CSCS Card Registration number.

You will now need to select whether 
the card you are applying for is a 
New, Renewal or Duplicate card  
from the drop down menu.

You will now need to select the Card 
Type from the dropdown menu. If 
you are unsure of which card type 
to select then please visit the Card 
Finder on the CSCS website at 
www.cscs.uk.com/cardfinder 

You will now need to specify which 
occupation title is required on the 
card from the drop-down list. 
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STEP 8 - Qualification type

STEP 9 - Qualification evidence upload 

STEP 10 - Do you hold an exemption to the CITB HSE test?  

STEP 11 - Have you passed the CITB HSE Test in the last 2 years? 

Once you have selected the  
Occupation type, you then need to 
select the Qualification type from 
the drop-down list. 

If the card that you are applying for 
requires a qualification you must 
upload a copy of the qualification 
here. 

Click on the Browse button, select 
the file from your PC or electronic 
device and attach the file to this 
application.  

Once the qualification has been  
selected and uploaded onto the 
application, you will need to confirm 
if you are exempt from the Health 
Safety and Environment test. 

If you clicked Yes you will need to 
upload proof of your exemption.

If you clicked No you will need to 
confirm if you have completed the 
HSE test in the next section.

If you clicked Yes you will need to 
upload evidence of HSE Test  
Certificate.

If you clicked No you will not be 
able to submit this application.

Select where you would like your 
card sent to.

Note: Qualification Upload is a mandatory requirement for New Applicants ONLY you 
will not be able to submit this application without the qualification. You are required to 
upload proof of your  qualification which must meet our scheme requirements. 

Card Renewal and Duplicate Applicants, qualification upload is NOT required.
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https://www.cscs.uk.com/wp-content/uploads/2014/09/Scheme_Requirements_06.09.2018_v1.pdf


STEP 13 - Submission

Once all individuals have been added to the application you can click the Submit button. 
You will be given a reference number confirmation page which you will need to quote 
should have any queries regarding the submission. 

Processing times for your application
Online applications take up to 10 working days to be processed after which you can 
email us employerapplications@citb.co.uk for online application progress update. 

Note: Christmas closure period will affect application processing times

www.cscs.uk.com/applying-for-cards/types-of-cards

www.cscs.uk.com/card-finder

www.cscs.uk.com/applying-for-cards/qualifications

www.cscs.uk.com/applying-for-cards/exemptions-to-hse-test 

www.citb.co.uk/cards-testing/booking-test/

Useful Links

Types of Cards  

Card-finder Tool   

Qualifications   

HSE Test Exemptions  

HSE Test Bookings  

Online Card-checker  www.citb.co.uk/cardcheck
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STEP 12 - Employee store or add more 

If you select Add New Employee it 
will open a new Employee Details 
page below the one you have just 
completed.

Note: You can apply online as an 
employer if you are applying for 2 
applicants or more, this form will 
NOT allow you to submit 
individual applications
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