Completing the Charity
Classification Form
Once the charity trustees have decided on the most appropriate classification for their charity
they should proceed to complete and submit the on-line Charity Classification form by following
these steps:

Step 1: Log into the charity account on MyAccount

Log into the online charity account on MyAccount to access the available forms for your charity.
Only Authorised Filers can submit forms on behalf of a charity. If you are an Authorised Filer,
your charity will be displayed on the dashboard once you are logged in. To access available
forms for your charity, simply click on the charity name.
Our resource ‘How to update the Register of Charities’ should assist you if you have difficulties
logging in or locating the form.
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Step 2: Select and open the Charity
Classification form

The form contains three tabs: Introduction, Main Details and Declaration

Read the Introduction then proceed to the second tab – Main Details
The first question asks for confirmation if the charity is a State body3 that is has the charity
been formed by Statute or Act. (For the vast majority of charities the response will be ‘no’).

3

 ay also be known as a statutory body or State Agency. (Charities which are funded entirely by central or local government
M
are not considered to be state bodies unless they were established by statute.)
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Step 3: Select the first, or main, primary
classification group
Select the first primary classification group from the drop-down list

When you have selected a group, further information is available by ticking the box
(just untick the box to hide it again).
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Step 4: Select up to two secondary classification
groups from the drop-down list
Select up to two secondary classification groups from the drop-down list

Some categories have additional sub-classifications. If these are available, a further list will
appear and up to two sub-groups can be selected.
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Optional: select a second primary classification group
Some charities may wish to select a second primary group.

Again, similarly to the selection of the first primary group, drop down lists will appear and up to
two options can be selected.
When a charity choses two primary classification groups it will be asked to confirm if the second
is less relevant than the first choice. ‘Yes’ means that the first primary group chosen is the
main classification for the charity. ‘No’ means that the two primary groups chosen are of equal
importance.
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Step 5: check the form and complete the declaration
Once the classification has been selected, proceed to the next tab either by clicking on the
‘next’ button

or by selecting the Declaration tab

A summary of the form will appear. It should be checked to ensure that the options chosen are
accurate, then complete the declaration.

Step 6: Submit the form
Click on the ‘submit’ button

Once submitted, the details of the charity classification will appear immediately on the
Overview tab of the charity’s entry on the public Register of Charities.
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