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Step by step guide to registering a Scout Group with the Charities Regulator 
as an unincorporated Charity – Updated April 2024 

 

Please read this guide thoroughly before and while filling in the application. 

Since some of the information will appear on the Charities Register on their website, please make 
sure that the info entered is completed with correct formatting, capital letters, etc.  If you have any 
questions on this guide or if you are answering any of the questions below differently then what is 
presented, please contact your support officer or email charityregistration@scouts.ie  

Creating a new filing 

Log onto the CRA portal, click on “new filling” on the left-hand side of the screen which will create 
the following pop up screen and click on “Charity Registration”. The application can be saved at any 
point throughout the process by clicking on “save draft” at the bottom of any of the pages and can 
be retuned to at a later date. 

 

 

Page 0: Introduction 

Click on “Charity 
Registration” 

mailto:charityregistration@scouts.ie
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This is the first page of the application and is just a small introduction to the registration process, 
along with asking the applicant to tick a pre-application checklist. 

 

Read through the checklist and tick the boxes. 

Click “Next” when you are ready to move on. 

Page 1: Excluded Bodies 

This section ensures that your Scout Group isn’t an excluded body.  
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All Scout Groups are deemed to be a Chairty so click No for all questions and then click “Next” at the 
bottom of the page. 

Page 2: Main Details 

 

Click on “Association”  
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Enter name of Scout Group, as 
it appears on database. 

Number > County > Local area 
(chosen name) > Scout Group 

Example – 3rd Monaghan 
Carrickmacross Scout Group 

 

 

This is left as Republic of Ireland 

Leave blank 

Enter the principal address of your 
scout group (where it meets more 
than anywhere else) 
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Page 3: Purpose 

Click Yes 

Click No, as appropriate 

Enter main telephone number 
and email address. This would 
be the person filling in the 
application, probably Group 
Leader or Group Secretary 

Enter group facebook page 
address and any other social 
media accounts it might have 

Enter group website if it 
has one 

Click No 

Click No 

Click 1st option 

Click No 
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Leave the above options blank 

 

Click “Next” 

Page 4: Public Benefit 

 

Choose the options shown 
from the dropdown boxes 

Enter other 
appropriate activities, 
i.e. water activities, etc 

Enter description shown, 
along any other info you 
deem appropriate 

 

Enter description shown, 
along any other info you 
deem appropriate 
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Enter the aim of the Scout 
Group from the Group 
Constitution 

Enter the option shown from 
dropdown box 

Upload Group’s Fees & 
Concessions Policy 

Click Yes 

Upload Group’s Membership 
Policy 

Upload Group’s Fees & 
Concessions Policy 
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Click “Next” 

Page 5: Classification 

 

Page 6: The Organisation 

Choose the appropriate 
county/ies from the dropdown 
box 

Click No 

Upload Group’s Strategic 
Plan 

Leave blank 

Choose option shown from 
dropdown box 

 

Choose option shown from 
dropdown box 

Click No 
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Page 7: The People 

 

 

Upload your lease 
agreement/proof of ownership, 
document outlining agreement, 
etc 

Click yes (as this is referring to 
Groups meeting place) and pick 
option from dropdown box 

Enter start date and click yes 
for already carrying out 
activities 

Give a short history of the 
Group 

Pick options shown from 
dropdown box 

Enter text 
shown 

From the dropdown box 
click on trustee who is 
Chairperson 

Click on “Add Trustee” 
for the pop up below to 
appear 

Click Yes and add 3 to the 
minimum number box 
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Enter Trustee Details. 

The name on the application 
should match the name that 
was entered on the Trustee 
Declaration form 

Enter Trustee address 
details and there is an 
option of adding an 
email address and 
number to keep up to 
date with CRA 
Newsletters, etc 

Click Individual 
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Enter the start date of Trusteeship, 
the date the declaration was signed 

Enter details if appropriate 

Upload the Trustee 
Declaration Form 
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Page 8: Constitution 

 

Click “No” 

Enter estimated 
number 

Upload Groups Conflict 
of Interest Policy 

Add any connections that 
the Group needs to declare  

This could be a solicitor, 
accountant or other financial 
advisor and enter the details 
asked for. Scouting Ireland not 
included. 

An organisation that carries out 
fundraising as its business. If yes, 
enter all details asked for. 

Insert Aim from 
Group Constitution 

Click yes 

Click No 

Click Yes 
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Page 9: Financial 

 

Click “No” on 
both questions 

Upload Group 
Constitution Document 

Click Yes 

Click add account, 
which will open a 
pop up 

Click “No” 



 

14 | P a g e  
Volunteer & Group Support Department  
Gasóga na hÉireann / Scouting Ireland      April 2024  
 

 

 

Add bank or credit union 
account details and click save. 

Add all accounts that the Group 
has, including section accounts. 

Enter 31/08 which is 
Group’s financial year end 

Click yes 
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Enter Group’s last year’s 
financial amounts  
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Enter Group’s financial 
details here 

Upload Group’s yearly Group 
Accounts that would have 
been submitted to County 
Treasurer  

Enter Group’s financial 
projections/budgeted 
income for the coming year 
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Page 10: Safeguarding 

Enter Group’s financial 
projections/budgeted 
expenditure for the coming 
year 

Enter Group’s financial 
projections/budgeted 
income and expenditure for 
the 2nd year coming 

Click No 
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Upload Group’s 
Safeguarding 
statement  

Click yes 

Click Yes and enter 
Scouting Ireland” in 
box 
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Page 11: Further Info 

 

 

 

Upload any additional 
documents here – i.e. Scout 
Group Charter, Bank 
Statements, etc 

Click “Yes” 

Click Yes and enter 
“Scouting Ireland” in 
box 

Upload SI’s 
“Safeguarding Adults 
at Risk” policy  
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Page 12: Data Protection 

This section outlines the Data Protection commitments for the Charities Regulator. 

Click next at the bottom of the page 

Page 13: Declaration 

This page outlines the Group’s full application for review. 

 

 

Well Done! ������ 

 
Note: The Group’s application will most likely be returned to the Group for minor 
adjustments or clarifications, etc. This is normal and nothing to be worried about. If you 
can’t answer the question that is being asked please contact your Support Officer or the 
dedicated email address. 

 

 

After checking that you are 
happy with the answers on this 
page, tick the box and Submit 
the application 


