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How to complete an application for voluntary cancellation 

A provider is required to complete and submit an application for voluntary cancellation if they wish to cancel the 

registration of their service.  

The provider should log on to their portal and follow these steps in order to submit their web cancellation form. 

1. Access the Changes to registration tab on the left hand side of the screen.  

 

2. A sub-menu will appear underneath the Changes to registration heading. You should select ‘Application 

cancellation’.  

 

3. On Page 1 of the Application Cancellation (F10) web form, use the dropdown menu beside Name of 

Establishment / Agency to select the relevant Service Name / ID: 

 

 



2 
 

When the Establishment/Agency is selected, the remaining greyed out fields on Page 1 will auto-populate. Press 

‘Save and Next’ at the bottom of the page to proceed. 

 

4. Page 2 of the form will ask you to specify the Purpose of Application. There will be three dropdown options 

available for selection – ‘Closure of Establishment or Agency’, ‘Sale of Establishment/Agency’ or 

‘Restructuring of Organisation’.  

 

The next options will differ depending on which selection is made. When the purpose of application is 

‘Closure of Establishment or Agency’, you will be prompted to complete section 2a, providing the details of 

the Responsible Individual(s) making said application.  
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Where the purpose of application is ‘Sale of Establishment/Agency’, you will be prompted to complete a section 2b, 

with the details of the proposed purchaser.  

 

 

Where the purpose selected is ‘Restructuring of Organisation’, no further details are required.  
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When you have inputted all of the required information, click the ‘Save and Next’ button to continue. 

5. On page 3 you should input the ‘Proposed Effective Date’ of the cancellation (date format DD/MM/YYYY) 

and type the reason for the application in the 3b text box. Click ‘Save and Next’ to continue. 
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6. On page 4, please type the arrangement for service users* in the text box provided. Click ‘Save and Next’ to 

continue 

 

*This response should include how the service users have been informed of the service closing and whether any 

other organisations have been informed.  

7. On page 5, you will be asked whether notice has been provided to the impacted stakeholders (i.e. service 

users, representatives, Trusts) prior to the application being submitted – your options are ‘Yes’ or ‘No’.  

If you select ‘Yes’ you will be prompted to complete section 5a stating the particulars of the notice given to (i) the 

service users, (ii) their representatives and (iii) the local HSC Trust. 
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If you have selected ‘No’, you will be asked to complete section 5b outlining why you were unable to provide notice 

to these stakeholders.  

Click on ‘Save and Next’ to continue. 
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8. On page 6, you will be asked whether the application is being made 3 months before the proposed effective 

date. Again, your options are ‘Yes’ or ‘No’.  

If you select Yes, you will be asked to complete section 6a, providing details as to whether the establishment or 

agency is likely to cease being financially viable.  

 

If you select ‘No’, no further detail is required. 

Press ‘Save and Next’ to continue.  
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9. On Page 7, complete the free text box by typing details on how records will be held in accordance with the 

relevant legislation for your service type. Click ‘Save and Next’ to continue. 

 

10. Skip Page 8 by clicking ‘Save and Next’.  On Page 9 allows you to complete your online submission. Initially, 

you should click on Open Declaration: 

 

11. The declaration form should be printed, signed by the applicant and responsible person(s) for the service, 

and scanned: 
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12. Return to Page 9 and upload your scanned declaration form by following the steps below: 
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13. Once the Declaration Form is successfully uploaded, click on Confirm and Submit to complete your 

submission. Please note that it will not be possible to make further changes after this point.  
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14. You will receive the following message confirming the application has been submitted. You can then return 

to the menu by clicking on the button provided. 

 

 

15. When you return to your Changes to registration menu, the F10 cancellation application will appear within 

the Completed Applications section. You cannot make further changes to the form at this point, but you can 

view or print your completed form.  

 

 

16. Your application has now been submitted to RQIA. We will complete the initial assessment of your 

application and supporting documentation and contact you if further information is required.  

 

17. If any additional documentation or information is required, the registration team may ‘reject’ or return your 

application for amendment. If this is the case, you will receive an automated email (as below) instructing you 

to log into your account and listing what issues need to be addressed.  



12 
 

  

 

18. The ‘rejected’ application will once again appear in the Applications to be Submitted / Resubmitted section. 

This will allow you to Update and Resubmit the application once the issues identified have been addressed. 

 

19. Please note that you must return the certificate of registration if the establishment has ceased trading or 

when the new body operating the establishment is registered.    

If you have any additional queries regarding your application or the registration process, please contact 

registration@rqia.org.uk.  

mailto:registration@rqia.org.uk

