Disclosure

PVG Scheme Online
Guide for applicants

This is a guide to help applicants complete an online PVG scheme
application. Please note that the existing PVG scheme online process is

in Beta only.
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1. Introduction

This guide explains the process for making a PVG application online. It includes
screenshots that show the processes for:

e someone joining the PVG scheme — required for all new applicants joining the
scheme

e someone requiring an Existing Scheme Record — required for existing PVG
members applying to work with a new vulnerable group

e someone requiring a Scheme Record Update — required for existing PVG
members changing employer, or for employers requesting a record update

As a demonstration, some fields are already filled in the screenshots. However, all
fields will be blank at the start of your application.

The online application process has two parts:

e Part 1 -to be completed by the CSG
e Part 2 - to be completed by you, as the applicant

You will receive an email from Disclosure Scotland which includes a link to complete
your part of the application.



Thu 17/12/2020 1903

DisclosureScotland <disclosurescotland@notifications.service.g

Disclosure Scotland: complete your application — TO0010959
To M DS Ambassador Team Mailbox

W Scottish Government
Rionghaltos no h-Alba
i N | qov.scot

Your Disclosure Scotland Application —
T00010959

Z has invited you to complete a Scheme Record Update in
relation to the following role:

Role: A

Organisation: 2

Application type: Scheme Record Update
Workforce(s): Protected Adults

Payment: £18.00, to be paid by you by
credit or debit card

Helio,

You have 7 days to follow the link below to complets your
application.

Link: hﬂQS :#a_\ggticani.ag;lg—ﬂ_env-cc. net.fexia‘ljng'?
token=oWPOTzCyxHUZ-MmPhv 38RKTSefrCi vrskr4b8hk=

The link will expire 7 days from the date of this email. You will not
be able to complete your application once the link expires.

Not expecting this email?

If you were not expecting this email, please contact Disclosure
Scotland by:

« emailing response @disclosurescotland gov.scot
Kind regards

Customer Services Team, Disclosure Scotland

[OFFICIAL]

This email will contain the case reference. Please keep a note of this reference for
future queries. It will also include details of the role, organisation, application type

and workforce entered by the countersignatory. There is a unique link in the email
which will take you to your online application.

The link will only work for seven days from the date of the email.

Once you have completed your part and submitted it to Disclosure Scotland, the
countersignatory will receive an email confirmation.



If you have provided a valid email address you will receive an email confirmation.

Fri 18/12/2020 15:01

DisclosureScotland <disclosurescotland@notifications.service.g

Disclosure Scotland: your application has been submitted — TO0009569
To M DS Ambassador Team Mailbox

Scottish Government
Riaghaltas na h-Alba
gov.scot

>

Your Disclosure Scotland Application —
T00009569

Thank you for submitting your Disclosure Scotland application in
relation to the following role

Role: test

Organisation: testOrg

Application Type: Scheme Record Update
Workforce(s): Children

Payment: Already paid for by your employer

What happens next?
Disclosure Scotland will now start processing your application.

If further information is required to assist in processing the
application Disclosure Scotland will contact you.

If you were not expecting this email or do not think that it is for
you, then please contact Disclosure Scotland at
response@disclosurescotland gov scot

Kind regards

Customer Services Team, Disclosure Scotland

[OFFICIAL]




2. Scheme Record for joining the PVG scheme

These screenshots show the process for applying online to join the PVG scheme.

Apply to join the PVG scheme

This screen shows the product you are applying for and the identification details you
will need to complete the application.

If you are responsible for paying for the application, there will be additional payment
details displayed under the heading ‘paying for this application’.

D?SCIOSUI’E Application for PVG scheme ™

Apply to join the Protecting Vulnerable Groups
scheme (PVG scheme)

The PVG scheme is a membership scheme managed by Disclosure Scotland

About the PVG scheme
Before you apply, it's important you know what it means to be a member. You can find full details of
the scheme here @ but the main points are listed below.
Joining the PVG scheme means:
« Disclosure Scotland will access your enminal record (if you have ongl
« Disclosure Scotland will share datails of this record with the organisation you apply to work for

» Disciosure Scotland will keep checking your record unless you leave the scheme

Before you start

To complete this application, you will need:

« details of your address history for the last 5 years (month and year)

« your MNational Insurance number (if you have one)

+ your passport number (if you have one)

» your driving licence number (if you have one, this can be full or provisional)

» yaour regulatory body number, if you are a member of a regulatory body (e.g. SSSC)

Please note that you won't be able to save this application and return to it. Please have
the information listed above ready before starting your application.

Need help?

If you den't have these details, or need help with any other part of the application process, you can
speak to somecne at Disclosure Scotland. To da so:

« call 0200 020 0040 (calls charged at a standard rate, find out more about charges )

« emall response@disclosurescotland.gov.scot




Your personal information

This screen details how we will use your personal information. To progress with the
application, select the checkbox to give permission to Disclosure Scotland to keep
and share your personal information for the purposes described.

Di’SClOSUI‘E‘ Application for PVG scheme **

Your personal information

Disclosure Scotland:

= will usa the information you give us to process your application

= will use this information and any other relevant information to prevent or detect crime, to
apprehend and prosecute offenders, and to safeqguard children and protected adults, and for
other related purposes

» will only keep the data for as long as it's needed to fuliil these purposes

* may pass the information it holds about you to other Government departrments or
organisations, the police and other law enforcement agencies

» will regularly check the information it holds about you

ou can read our privacy statement & for more information on how we use, keep and share your

personal information.

D I give Disclosure Scotland pemmission to keep and share my personal information for these
purposes

L4 Back Continue >




Check application details

This screen will show details of the position that the countersignatory has completed
on your behalf.

These details cannot be edited. If these details are incorrect, please contact your
countersignatory, not Disclosure Scotland.

If you are paying for your application, your employer will have selected the option for
you to pay by card. The payment details will be selected as ‘£59 payable by yourself

Disclosure Application for PVG scheme &

Check application details

Position details

Position applied for SAMPLE
Working for SAMPLE
Application type Scheme Record
Working with Childran

This information has been supplied by the organisation you will be working for. If the
details are incorrect, you must contact the organisation.




Your full name and previous names

On this screen, please enter your full name including any middle names. Please do
not use initials.

If you're transgender or non-binary, and are concerned about completing the form,
please read the advice on the linked page.

DfSClOSUI"e Application for PVG scheme =™

Your full name and previous names

Please enter your full name, including any middle names. Please do not use initials.

If you're transgender or non-binary and are concerned about completing this form, read the advice
on the ‘Information for iransgender disclosure applicants’ [ page.

Title

‘ Select your title - |

First name

Middle names {only leave this empty if you have no middle names)

Last name

Have you ever been known by a name that's different to the one you
use how?

If you have changed your name - through marriage, civil partnership or for any other reason - then
we need to know about it S0 we can accurately check your criminal record.

These names will only be used for this purpese and will not be shared.

10



If you were previously known by another name, selecting ‘Yes’ will present additional

fields for you to enter these other names.

Have you ever been known by a name that's different to the one you
use now?

If you have changed your name - through marriage, civil partnership or for any other reason - then
we need to know about it so we can accurately check your criminal record

These names will oniy be used for this purpose and will not be shared,

() Mo

® =

Other name

Previous flrst name

Previous middle names (only leave this empty if you have no middie names)

Previous surname

X Hemove

+ Add an additional name

L4 Back

Continue >

11



Your mother’s maiden name

Enter your mother’'s maiden name on this screen. This should be the surname given
to your mother at the time of her birth. Please don’t include any first or middle
names.

If you were adopted, you can use your adoptive mother’s maiden name if you prefer.

Disclosure Application for PVG scheme ®*

Your mother’s maiden name

Please tell us your mother's maiden name. This should be the surname given to her at birth. It is not

a first name or a middle name so please don't inclu

If you were adopted, you can use your adopted mother’'s maiden name.

Mother's maiden name or family name

12




Your date of birth

Enter your date of birth on this screen. If you don’t know your date of birth, use the
one on offical documents, such as your passport or driving licence.

Disclosure Application for PVG scheme %%

Your date of birth

If you don't know your date of birth, use the

o

ne on official documents, such as your passport or

driving licence.

For example, 05 04 1983

Day Month Year

< Back Continue >

13



Your gender

Select your gender on this screen. If you're transgender or non-binary, and
concerned about completing this part, please read the advice on the linked page.

Disclosure Application for PVG scheme =%

Your gender

Please gnter the gender you identify as. If you're transgender or non-binary and are concerned about

compteting this form, read the advice on this page (7

:' ‘] Female
() male

L4 Back Continue >




Your place of birth
Enter your place of birth on this screen.

If you don’t know your place of birth, use the one on official documents, such as your
passport or driving licence.

D?SCIOSUI’E Application for PVG scheme =™

Your place of birth

If you don't know your place of birth, use the one on official documents, such as your passport or

driving licence.

Town of birth (such as a town, city or province)

Country of birth

‘Select a country - ‘

< B m

15




Your nationality
Select your nationality on this screen.

If you don’t know your nationality, use the one on official documents, such as your
passport or driving licence.

D”SCI.OSUI’E Application for PVG scheme =2

Your nationality

If you don't know your nationality, use the one on official documents, such as your passport or

driv

icence

() British (including Scottish, English, Welsh and Northarn Irish)
() Insh
() Citizen of another country

< Back Continue >

16




Your contact details
On this screen enter a valid email address and contact telephone numbers.

We may need to contact you to help process your application so please provide as
many contact details as you can.

It may slow down your application if you do not provide both an email address and
telephone number.

Disclosure Application for PVG scheme &

Your contact details

We may need to contact you whilst we process your application. Please provide both a phone

nurmber and an email address - it may slow down your application if you don't.
Email address (this can be any email address that you check frequantiy)

Mobile telephone number (cptional)

Landline telephone number (optional)

17



Your address history
This screen explains what we need to know about your address history.
We need to know where you have lived for the past five years.

If you have been a student during this time, enter all your term and vacation
addresses.

If you have lived in emergency accommodation, please enter the name of the shelter
you were living in.

If you have spent time travelling during this time, please tell us what town and
country you were in.

Disclosure Application for PVG scheme *%

Your address history

The fol OWIrEg questions are about your addrass history

since February 2016, with no gaps. You'll need to tell us both

h property

I you have been a student during this time, please enter a of your term-time and vacation

o
addrasses

If you have hived in emergency accommodation during this time, please enter the name of the shelter

you were living in.

T you have spent time travelling during this time, please tell us what town and country you were in.

< Back Continue >

18



Your current address
Please provide your current address and the month and year you moved there.

You can enter your postcode and select ‘Find UK address’ - this will display a list of
addresses in your postcode, select the correct address from the list.

Alternatively, you can select the blue link below and enter your address manually.

Diﬁssclos_ure Application for PVG scheme =™

Your current address

Please tell us your current address and the month and year you moved there

Postcode

‘ FIND UK ADDRESS

Enter address manually

£ Back Continue >

19



Once you have selected your address or entered it manually, you will be asked
‘When did you move here?’. Enter the month and year your moved to that address.

DiSClOSUFQ_ Application for PVG scheme =

Your current address

Pleaze tell us your cumment addrezz and the month and year you moved there

Postcode

l I FIND UK ADDRESS

Please select your addreas

I Disclozurs Scotland, -

Addreas line one

| Dizclozure Scotland |

Address line two (optional)

l ]

City/town

County/province (optional)

l Lanarkshire |

Country

lUn ted Kingdom - I

Postcode

When did you move here?
For example, 09 2015

Month Year

| | |

Enter addrees manually

20



If you have given a five year address history, it will advise your address history is
complete.

If you have not given a five year address history, it will ask you to update your
address history before you can move on with the application.

Disclosure Application for PVG scheme ==

m thees detailzs befors pr

Your address history is complete

P

You've given us your compiets accdress history forthe last 5 years 6326 check and confir

oceading

Your address From To

Disclosure Scotland, Jan 1990 Now Edit Delsts

21



National Insurance number

This screen asks if you have a National Insurance number. Please provide this
information if you have it. It will help us progress your application.

D%SC[OSUI‘E Application for PVG scheme =%

National Insurance Number

Please let us know if you have a National Insurance (NI} number. It will help us progess your

application

» Where can | find my NI number?

Do you have a National Insurance Number?

22



Selecting ‘Yes’ will present a field for you to enter your National Insurance number.

National Insurance Number

Please let us know if you have a Mational Insurance (NI) number. It will help us process your
application

» Where can | find oy NI number?

Do you have a National Insurance Number?

[ ) No

@ Yes

MNational Insurance Number (for example, JM 78 27 87 A)

Disclosure Application for PVG scheme =%

23




Passport

This screen asks if you have a passport.

D@SCIOSUI’@ Application for PVG scheme ™
Do you have a passport?
() o
() ves
< Back Continue >

24



Selecting ‘Yes’ will present a field for you to enter your passport number.

Disclosure

Do you have a passport?
() No

o

Country of issue

Application for PVG scheme ="

‘ Select a country

Passport number

4 Back

A

25




Driving licence

This screen asks if you have a driving licence.

Do you have a driving licence?

This can be full or provisional.

4 Back Continue b2

D%sc[OSUI’E Application for PVG scheme ="

A

26




Selecting ‘Yes’ will present a field for you to enter your driving licence number.

Do you have a driving licence?
This can be full or provisional

() No

®

Country of issue

| Select a country - ‘

Driving Licence number

Disclosure Application for PVG scheme ™

27




Regulatory Body details

This screen asks if you're a member of any of the regulatory bodies listed.

Disclosure

Regulatory Body details

General Medical Council, which regulates doctors working in the UK.

Please select all Regulatory Bodies you are a member of

D Care Inspectorate

D General Chiropractic Council

D General Dental Council

|:| General Medical Council

|:| General Optical Gouncil

D General Osteopathic Council

D General Teaching Council for Scotland
D Health and Care Professions Council
D Mursing and Midwifery Council

|:| General Pharmaceutical Council

|:| Scottish Social Services Council

D | am not a member of any of these Regulatory Bodias

< Back

Using the list below, please tell us If you're a member of any reguiatery body. For example, the

Please select all regulatory bodies that apply. You ean be a member of more than one body.

Application for PVG scheme =%

Selecting one of the regulatory bodies will present a field for you to enter your

regulatory body registration number.

28




D'SC[OSUFE Application for PVG scheme =®

Regulatory Body details

Using the list below, please tell us if you're a member of any regulatory body. For example, the
General Medical Council, which regulates doctors working in the UK

Please select all regulatory bodiss that apply. You can be a member of more than one body

Please select all Regulatory Bodies you are a member of

Care Inspectorate

Registration number [for example, AB1234567890)

D General Chiropractic Council

D General Dental Gouncil

D General Medical Council

D General Optical Council

|:| General Osteopathic Council

D General Teaching Council for Scotland
D Hezalth and Care Professions Council
|:| Nursing and Midwifery Gouncil

D General Phammaceutical Council

D Scottish Social Services Council

D I am not a member of any of these Regulatory Bodies

< Back Continue >

29




Check your answers

This screen gives you the opportunity to check your answers and make sure they are

correct. If you need to change any of your details, change them at this stage by

selecting the blue ‘change’ link on the right of the screen.

Disclosure

Maks sure your answers are complete and comect

them at this 2tage

Landline telephone number Net provided

Address history

Current address Disclosure Scotland

Previous addreszes Nore

Your identifying information

National Insurance number Net provided
Passport Net provided
Driving licence Net srovded

Regulatory Body membership

Regulatory Body Norg

< Back

Application for PVG scheme *=*

Check your answers

f you need to change any of your detais, change

About you

Name Change
Previous names Change
Mother's maiden name SAMPLE Change
Date of birth anuary 1968 Change
Gender

Place of birth GLASGOW, United Kingdom

Nationality United Kingdom Changs
Contact details

Email address Changs
Mobile telephone number Changs

30



Declaration

This screen is the declaration. By selecting the checkbox you are declaring that the
information you have given is complete and correct, and that you understand that to
knowingly make a false statement in this application is a criminal offence. You
declare that you will give any additional information that may be required to verify the
information given and will immediately notify us of any changes to this information.

You need to select the checkbox before you can continue with the application.

D'@SCIOSUfE Application for PVG scheme ™™

Declaration

| apply to join the Scheme under the Protection of Vulnerable Groups (Scotland) Act 2007

ord be issued to the persons specified in this application in

['Scheme’}. | request that a disclosure rec
refation to the typels) of regulated work specified. | understand the following:

+ Disclosure Scotland will use the information | have given to verify my identity and 1o check and
process my application. Disclosure Scotland will use this information and any other information
relating to my Scheme membership for the purposes of the Scheme, for the prevention or
detection of crime and for other related purposes. Disclosure Scotiand will continuously
monitor and update the information it holds about me.

» Disclosure Scotland may pass the information it holds about me to other Government
departments or organisations, the police and other law enforcement agencias for the purposes
of the Scheme, the pre on and detection of crime, the apprehension and prosecution of

offenders and for other related purposes.

| declare that the information | have given is complete’ and correct | undersiand that to knowingly
make a Talse statement in this application is a criminal offence. | will give any additional information
that may be required to verify the information given and will immediately notify any changes to this
information.

D | agree

£ Back Submit >

31



Paying for this application

You will be taken to this screen if your organisation selected the option where you
are responsible for paying for the application by card. If not, you will be directed to
the page - Thank you for starting this application

This screen explains that payment will be taken through GOV.UK Pay and also has a
link to more information on refunds. Selecting ‘continue’ will take you to the GOV.UK
pay screen.

D@SCIOSUFQ Application for PVG Scheme ™™

Paying for this application

What happens if | need a refund?

You can find Information regarding application refunds on mygov.scot/disclosure-refunds (7'

< Back m

32



This screen is where you will enter you card details.

iy GOV.UK Disclosure Scotland Payments

Enter card details

Payment summary

Card number TOOIt0ETE Scheme Record

| {Join)

Tokal amount:

——— £59.00

Expiry date

FOF X3

SMHE, 1L L

Month Year
[ e[ ]
Mame on card

Card security code

Thal=ct 2 dic e el oA =
helast 3 di g hie back ofthe ca

Billing address

his is the address assoceted with the card

Ciountry or territory

| United Kingdom

Bauslding number or name and strest

Postcode

[ ]

Contact details

vie Il SN0 your pEyment Comiimmanon here




This screen asks you to confirm your payment. Select ‘Confirm payment’ to complete

application and payment.

Disclosure Scotland Payments

Confirm your payment Payment summary
TO0010878 Scheme Record

Card number ssssssscsansiill (oin)

Expiry date 10/22 Total amount:

e £59.00

Billing address 1. pacofc quay, glsagow, g51 1dz, United Kingdom

Confirmation email

sample@sample

Confirm payment

Upon successful payment you will receive a notification to the email address entered

on the Disclosure Scotland payment screen.

Wed 16/12/2020 18:48

GOV.UK Pay <gov.uk.pay@notifications.service.gov.uk>

Your payment of £59.00 to Disclosure Scotland Payments was successful

Your payment of £59.00 to Disclosure
Scotland Payments was successful

Payment for: T00010878 Scheme Record (Join)
Reference: T00010878
Date of payment: 16 December 2020 — 18:43:28

IMPORTANT: For email applications please:
Keep this email, it's your proof of purchase.

Add the payment reference number found at the top of this email
to your application form.

Send the completed application form to disclosure-
applications@disclosurescotiand.gov.scot.

Once we receive your email application we will:
contact you if we need more information

process your application once it’s complete and post your
certificate

if you're applying through the PVG scheme online portal, please
keep this email as it's your proof of purchase.

This email address is not monitored. If you have any questions
about your payment, contact the service you made the payment
to directly.

34



Thank you for your application

This is your confirmation screen. It lets you know you have successfully submitted
your application to Disclosure Scotland.

It will show your unique reference number relating to your application. Please take a
note of the reference number as it may be needed in the future.

It also explains what happens next and provides contact details for Disclosure
Scotland.

There is an opportunity for you to provide feedback on the service.

D@SCIOS__[_._II’Q Application for PVG scheme =™

Thank you for your application

Your application has been submitted to Disclosure Scotland. Please take a note of the reference number as this may be
needed in the future.

Your reference number:

T00011512

What happens next?

1. Disclosure Scotland will process your application

2_ Disclosure Scotland will inform you of the outcome
Get help
To check the status of your application, please contact the organisation that invited you to apply.

To speak to someone at Disclosure Scotland:

» call 0300 020 0040 (calls charged at a standard rate, find out more about charges [

» email response@disclosurescotland. gov.scot

Give Feedback

Qverall, how do you feel about the service you have experienced today?

'::J Very Satisfied

':. _:;.I Satisfied

'.':_:‘] Meither satisfied nor dissatisfied
( _:J Dissatisfied

—
[ ] Very dissatisfiad
. S

35



3. Apply for an Existing Scheme Record

These screenshots show the online application process for applying for a Scheme
Record for existing members.

Apply for a Scheme Record

This screen shows the product you are applying for and explains that you will need
your PVG scheme number before you start the application.

If you are responsible for paying for the application, there will be additional payment
details displayed under the heading ‘paying for this application’.

DfSCiDSU re Application for Scheme Record =2

Apply for an Existing Scheme Record

Az an exizfing membsraf the Protecting Viénsrable Groupe schems (PVE echems) you nesd to
complste an Exdizting Schems Racord

About Existing Scheme Records

An Bgsting Schema Record iz s=ad to updats Discloswrs Scofland:

schems mambar woskoz with

arabie adults before but your new K

complsts an Bdsting Schems Record.

Before you start

o compéste 1hes form, you will nesd:

= your PVG schame membership numbser that's on your PVG certificate

= wyour Mational Insurance number {f you heve one

= your pazsport numbser (i you b

ofiE,
= your driving licence number {if you have ons, thia can be fuf or provisionalj

= your regulatony body number, if you are & member of a regulatory body (5.0 2552
= & cradit or debit card to pay for thia epplication

Paying for this application

The ongaresation you re applying o work for has indicated that you will pay for thiz applicstion. The
coat is £50.

At present, wea only accept card paymenta made through GOVUK Pay, & securs government

payment gyeism, &0 plaass have your card details resdy befors you start

Plaasa nots that you won't be abls to 3ave thiz application and return to it. Pleass have
the information listed above ready before starting your application.

Need help?

1§ you don't higw

ses datailz, or nesd help with any other part of the appécation procsss, vou can
=peak to someons at Disclesurs Scotfand. To do so

= cad (300 020 0040 (callz charged at & standard rate, find out mons about chames &

emal responesBdiscloswescotiand.gov.ecot
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Your personal information

This screen details how Disclosure Scotland will use your personal information. To
progress with the application, select the checkbox to give your permission to

Disclosure Scotland to keep and share your personal information for the purposes
described.

D@SCIOSUI’E‘.’ Application for Scheme Record

Your personal information

Disclosure Scotland:

= will use the information you give Us to process your application

= Wil use this information and any other relevant information to prevent or detect crime, to

apprehend and prosecute offenders, and to safeguard children and protected adults, and for
other related purposes
= will only keep the data for as long as it's needed to fulfil these purposas
= may pass the information it helds abeut you to other Government departments or
arganisations, the police and other law enforcement agencies
» will regularty check the information it holds about you
You can read our privacy statement @' for more information on how we use, keep and share your

personal information

| give Disclosurs Scotiand permission to keep and share my personal information for thase
purposes

L4 Back Continue >
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Check application details

This screen will show details of the position that the countersignatory has completed
on your behalf.

These details cannot be edited. If these details are incorrect, please contact your
countersignatory.

D?SCIOSUI"@ Application for Scheme Record =™

Check application details

Check the details for this position are cormect before you apply. If these are any emrors, please contact

i
the person who sent you this application

Position details

Position applied for Example

Working for Example

Application type Existing Scheme Record
Working with Protected adults
Payment £59 payable by yourself

This information has been supplied by the organisation you will be working for. If the
details are incorrect, you must contact the organisation.

< - m
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Your PVG scheme number

This screen asks you to enter your PVG scheme number. This can be found on your
PVG certificate. It is a 16 digit reference, for example: 1234 5678 1234 5678

If you do not know your number, please contact Disclosure Scotland.

D*SCIOSUI’@ Application for Scheme Record =

Your PVG scheme number

Please enter your PVG scheme number. You'll find this on your PVG scheme certificate. If you don't
lnow your number, contact Disclosure Scotland on 0200 020 0040.

Please enter your PVG scheme number (it's a 16 digit number)

< Back Continue >
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Your full name and previous names

On this screen, please enter your full name including any middle names. Please do
not use initials.

If you're transgender or non-binary and concerned about completing the form, please
read the advice on the linked page.

DiSClOSUf@ Application for Scheme Record =®

Your full name and previous names

Please enter your full name, inciuding any middle names. Please do not use initials.

If you're transgender or non-binary and are concerned about completing this form, read the advice
on the nformation for transgender disclosure applicants' G page.

Title

‘Select vour title - |

First name

Middle names (cnly leave this empty if you have no middie names)

Last name

Have you ever been known by a name that's different to the one you
use now?

If you have changed your name - through marnage, civil partnership or for any other reason - then
we need to know about it so we can accurately check your criminal record

Thesea names will only be used for this purpose and will not be shared.

< i m
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If you were previously known by another name, selecting ‘Yes’ will present additional

fields for you to enter these other names.

Have you ever been known by a name that's different to the one you
use now?

If you have changed your name - through marriage; civil partnership or for any other reason - then
we need to know about it so we can accurately check your criminal record.

These names will only be used for this purpose and will not be shared.

Fan
| | Mo

ok

Other name

Previous flrst name

Previous middle names (only leave this empty if you have no middle names)

Previous surname

X Bemove

+ Add an additional name

L4 Back

Continue >
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Your date of birth

Enter your date of birth on this screen. If you don’t know your date of birth, use the
one on offical documents, such as your passport or driving licence.

DéSClOSUFE_ Application for Scheme Record =™

Your date of birth

If you don't know yeour date of birth, use the one on official documents, such as your passport or

driving licence

For example, 05 04 1983

Day Month Year
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Your contact details
On this screen enter a valid email address and contact telephone numbers.

We may need to contact you to help process your application so please provide as
many contact details as you can.

It may slow down your application if you do not provide both an email address and
telephone number.

D@SCIOS__L_II"E Application for Scheme Record =™

Your contact details

We may nesd to contact you whilst we process your application. Please provide both a phone

nurmber and an email address - it may slow down your application if you don't
Email address (this can be any emall address that you check frequently)

Mobile telephone number (optional)

Landline telephone number (optional)

4 Back Continue »
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Your current address
Please provide your current address and the month and year you moved there.

You can enter your postcode and select ‘Find UK address’ - this will display a list of
addresses in your postcode, select the correct address from the list.

Alternatively, you can select the blue link below and enter your address manually.

D’“SCIOSUI’E Application for Scheme Record =

Your current address

Please tell us your current address and the month and year you moved there.

Postcode

‘ FIND UK ADDRESS

Enter address manually
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Once you have selected your address or entered it manually, you will be asked
‘When did you move here?’. Enter the month and year your moved to that address.

Disclosure

Your current address

Pleaze tell us your cumrent addreez and the month and year you moved thers

Postcode

I | FIND UK ADDRESS

Please select your address

Application for Scheme Record **

| Disclozurs Scotland,

Addresas line one

l Dizclozsure Scotland

Address line two (optional)

|

City/town

[ GLASQOW

County/province (optional)

| Lanarkshirs

Country

IUn ted Kingdom

Postcode

|

When did you move here?

For example, 09 2015
Month Year

Lo | | _z0d |

Enter addrees manually

< Back
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National Insurance Number

This screen asks if you have a National Insurance number. Please provide this
information if you have it. It will help us progress your application.

Dfé-sclosure Application for Scheme Record

National Insurance Number

Please let us know If you have a National Insurance (NI} number. [t will help us proGess your

apphcation.

» Where can | find my NI nurmber?

Do you have a National Insurance Number?
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Selecting ‘Yes’ will present a field for you to enter your National Insurance number.

D?SCIOSUI"E Application for Scheme Record =™

National Insurance Number

Please et us know if you have a National Insurance (NI) number. It will help Us procaess your
application

» Where can | find my NI number?

Do you have a National Insurance Number?

) Mo

o

National Insurance Mumber (for exampie, JW 76 27 87 A)
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Passport

This screen asks if you have a passport.

Disclosure

Do you have a passport?

4 Back

Application for Scheme Record ®=*
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Selecting ‘Yes’ will present a field for you to enter your passport number.

Désclosyre

Do you have a passport?

() No

@) v

Country of issue

Application for Scheme Record ™™

‘ Select a country

Passport number

L4 Back
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Driving Licence

This screen asks if you have a driving licence.

Do you have a driving licence?
This can be full or provisional

.
[ | Mo

N

() ves

< Back

D'?SCIOSUFE Application for Scheme Record =™
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Selecting ‘Yes’ will present a field for you to enter your driving licence number.

DESCIOSUFE Application for Scheme Record *=*

Do you have a driving licence?

This can be full or provizional.

Country of issue

| Select a country - ‘

Driving Licence number

< Back Continue >
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Regulatory body details

This screen asks if you're a member of any of the regulatory bodies listed.

DiSClOS_UI‘_E_ Application for Scheme Record =™

Regulatory Body details

Using the list below, please tell us if you're a member of any regulatory body. For exampie, the
General Medical Gouncil, which reguiates doctors working in the UK

Please select all regulatory bodias that apply. You can be a member of more than one body.

Please select all Regulatory Bedies you are a member of

|:| Care Inspectorate

D General Chiropractic Council

|:| General Dental Counil

D General Medical Council

D General Optical Council

D General Osteopathic Coungil

D General Teaching Gouncil for Scotland
D Health and Care Professions Council
D Nursing and Midwifery Council

|:| General Pharmaceutical Council

|:| Scottish Social Services Council

D I 'am not a member of any of these Regulatory Bodies
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Selecting one of the regulatory bodies will present a field for you to enter your
regulatory body registration number.

DlSClOSUFE Application for Scheme Record =™

Regulatory Body details

Using the list below, please tell us if you're a member of any regulatory body. For example, the
General Medical Council, which regulates doctors working in the LK

Please select all regulatory bodies that apply. You can be a member of more than one body.

Please select all Regulatory Bodies you are a member of

Care Inspectorate

Registration number (for example, AB1234567820)

D General Chiropractic Council

|:| General Dental Council

D General Medical Council

D General Optical Council

D General Osteopathic Coundcil

D General Teaching Council for Scotland
|:| Health and Care Professions Council
D Mursing and Midwifery Council

D General Pharmaceutical Council

|:| Scottish Social Services Council

D | am not a member of any of these Regulatory Bodies
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Review your application

This screen gives you the opportunity to check your answers and make sure they are

correct. If you need to change any of your details, change them at this stage by

selecting the blue ‘change’ link at the right of the screen.

Désclosure Application for Scheme Record ==

Review your application

Pleaze maks zure yOur answers are compiete and cormrect
Position details

Position appled for Sxample

Working for Sxample

Application type

Werking with

Personal detaila

Name

Previous names

Date of birth

PVG zcheme number

Contact details

Email address

Mobile telephone number

Landiine teleshone number Chanze
Address details
Current address Disclosure Scotland Change

rom January 2000 - now

Your identifying information

National Insurance number Net provided

Paszport Net provida

Driving licence Net provide Chanas
Regulatory Body membership

Regulatory Body Nore Change
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Declaration

This screen is the declaration. By selecting the checkbox, you are declaring that the
information you have given is complete and correct, and you understand that to
knowingly make a false statement in this application is a criminal offence. You
declare that you will give any additional information that may be required to verify the
information given and will immediately notify any changes to this information.

You need to select the checkbox before you can continue with the application.

D@SCIOSUI‘E Application for Scheme Record =%

Declaration

| request that a disclosure record be issued to the persons specified in this application in relation to
the type(s) of regulated work specified. | understand the following:

» Disclosure Scotland will use the information | have given to verify my identity and to check and
process my application. Disclosure Scotland will use this information and any other information
relating to my Scheme membership for the purposes of the Scheme, for the prevention or
detection of crime and for cther related purposes. Disclosure Scotland will continuously
monitor and update the information it holds about me.

s Disclosure Scotland may pass the information it holds about me to other Gover nt
depariments or organisations, the police and other law enforcement agencies for the purposes
of the Scheme, the prevention and detection of crime, the apprehension and prosecution of

offenders and for other related purposes.

| declare that the information | have given is complete and correct. | understand that to knowingly
make a false statement in this application is a criminal offence. | will give any additional information
that may be required to verify the information given and will immediately notify any changes to this

information

|:| | agras

£ Back Continue >
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Paying for this application

You will be taken to this screen if your organisation selected the option where you
are responsible for paying for the application by card. If not, you will be directed to
the page - Thank you for starting this application

This screen explains that payment will be taken through GOV.UK Pay and also has a
link to more information on refunds. Selecting ‘continue’ will take you to the GOV.UK
pay screen.

D\”-:'SCIOSL_II'E_ Application for Scheme Record ==

Paying for this application

h GOVUK Pay. This is a secure government payment system. Please have

before proceading.

your card details ready

What happens if | need a refund?

You can find Information regarding application refunds on mygov.scot/disclosure-rafunds

4 Back Continue >
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This screen is where you will enter you card details.

1l GOV.UK Disclosure Scotland Payments

Enter card details

Payment summary

Cand number TOOHOEET Scheme Record
| {Existing)

Total amournt:

- £59.00

Expiry date
S e A0

SIS, I sa

Month Year
[ [ ]
MName on card

Card security code

1=

Billing address

his is the address assocated with the card

Counfry or territory

||_|r ted Kingdom

Baglding number or name and strast

g [ =%
1O O LY

Fostoode

(A

Contact details
e |l 5ed ¥ 1] nfirmation hers
Emaii
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This screen asks you to confirm your payment. Select ‘Confirm payment’ to complete

application and payment.

5 GOV.UK Disclosure Scotland Payments

-
Confirm your payment
Card number ssssssasnaan100
Expiry date 10022
MName on card SAMPLE SAMPLE
Billing address TESTTEST, TEST, TEST, #X1 13X, United Kingdom

Confirmation email SAMPLE@SAMPLE CO.UK

Confirm payment

Cancel payment

Payment summary

TOO10B87 Scheme Record
(E:asting)

Total amount:

£59.00

Upon successful payment you will receive a notification to the email address

supplied on the Disclosure Scotland payment screen.

Wed 16/12/2020 18:48

GOV.UK Pay <gov.uk.pay@notifications.service.gov.uk>

Your payment of £59.00 to Disclosure Scotland Payments was successful

Your payment of £59.00 to Disclosure
Scotland Payments was successful

Payment for: T00010887 Scheme Record (Existing)
Referenc¢T00010887
Date of payment: 16 December 2020 — 18:43:28

IMPORTANT: For email applications please:
Keep this email, it's your proof of purchase.

Add the payment reference number found at the top of this email
to your application form.

Send the completed application form to disclosure-
applications@disclosurescotiand.gov.scot.

Once we receive your email application we will:
contact you if we need more information

process your application once it's complete and post your
certificate

If you're applying through the PVG scheme online portal, please
keep this email as it's your proof of purchase.

This email address is not monitored. If you have any questions
about your payment, contact the service you made the payment
to directly.
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Thank you for your application

This is your confirmation screen. It lets you know that you have successfully
submitted your application to Disclosure Scotland.

It will show your unique reference number relating to your application. Please take a
note of the reference number as this may be needed in the future.

It also explains what happens next and provides contact details for Disclosure
Scotland.

There is an opportunity for you to provide feedback on the service.

D’&‘SCIOSUI‘E Application for Scheme Record =

Thank you for your application

Your application has been submitted to Disclosure Scotland. Please take a note of the reference number as this may be
needed in the future.

N

Your reference number:

TO00011508

What happens next?

1. Disciosura Scotiand will process your application

2. Disciosure Scotiand will inform you of the cutcome

Get help
To check the status of your application, please contact the organisation that imvited you to apply.
To speak to someone at Disclosure Scotland:

» call 0300 020 0040 (calls charged at a standard rate, find out more about charges [

= email response@disclosurescotland gov.scot

Give Feedback

Overall, how do you feel about the service you have experienced today?

() very satisfied

(" ) satisfied
() Neither satisfied nor dissatisfied
() Dissatisfied

(") Very dissatistied
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4. Apply for an Existing Scheme Record Update

These screenshots show the online application process for applying for a Scheme
Record Update.

Apply for a Scheme Record update

This screen shows what product you are applying for and explains that you will need
your PVG scheme number before you start the application.

If you are responsible for paying for the application, there will be additional payment
details displayed under the heading ‘paying for this application’.

D?SC[OSUfE Apply for Scheme Record Update =™

Apply for an Existing Scheme Record Update

As an existing member of the Protecting Vulnerable Groups scheme (PVG scheme) you need to

complete

a Scheme Record Update.

About Scheme Record Updates

A Schame Record Update is issued when:
- a PVG scheme member changes employer

- an employer requests a record update for a PVG scheme member
Before you start
To complete this form, you will need:
= your PVG scheme membership number that's on your PVG certiflcate
= your National Insurance number (if you have one)
+ your passport number (if you have one)
= your driving licence number (if you have one, this can be full or provisional)

+ your regulatory body number, if you are a member of a regulatory body (e.g SS5C)

Please note that you won't be able to save this application and return to it. Please have
the information listed above ready before starting your application.

Need help?

If you don't have these details, or need help with any other part of the application process, you can
speak to someons at Disclosure Scotland. To do so:

= call 0300 020 0040 (calis charged at a standard rate, find out more about charges )

s email response@disclosurescotiand.gov.scot
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Your personal information

This screen details how Disclosure Scotland will use your personal information. To
progress with the application, you need to select the checkbox to give your
permission to Disclosure Scotland to keep and share your personal information for
the purposes described.

D@sclosu_re_ Apply for Scheme Record Update =™

Your personal information

Disclosure Scotland:

« will use the information you give us to process your application

« will use this information and any other relevant information to prevent or detect crime, to
apprehend and prosecute offenders, and to safeguard children and protected adults, and for
other related purposes

« will only keep the data for as long as it's needed to fulfil these purposes

* may pass the information it holds aboui you to other Government departmenis or
organisations, the police and other law enforcement agencies

« will regularty check the information it holds about you

You can read our privacy statement (' for more information on how we use, keep and share your

personal information.

D | give Disclosure Scotland permission to keep and share my personal information for these
purposas

< Back Continue >

61



Check application details

This screen will show you the details of the position that the countersignatory has
completed on your behalf.

These details cannot be edited. If these details are incorrect, please contact your
countersignatory.

DQSCIO_SL_II’G_ Apply for Scheme Record Update =%

Check application details

Check the details for this position are correct before you apply. If there are any emors, please contact

the person who sent you this application

Position details

Position applied for SAMPLE
Working for SAMPLE
Application type Existing Scheme Fecord Update
Working with Children

This information has been supplied by the organisation you will be working for. If the
details are incorrect, you must contact the organisation.

< B m
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Your PVG scheme number

On this screen it asks you to enter your PVG scheme number. This can be found on
your PVG certificate. It is a 16 digit reference, for example: 1234 5678 1234 5678

If you do not know your number, please contact Disclosure Scotland.

DQSCIOS_UFE Apply for Scheme Record Update =%

Your PVG scheme number

Please enter your PVG scheme number. You'll find this on your PVG scheme certificate. I you don't

know your number, contact Disclosure Scotland on 0300 020 0040

Please enter your PVG scheme number (it's a 16 digit number)

< Back Continue >
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Your full name and previous names

On this screen, please enter your full name including any middle names. Please do
not use initials.

If you're transgender or non-binary, and concerned about completing the form,
please read the advice on the linked page.

D?SCIOSUI‘E Apply for Scheme Record Update *™*

Your full name and previous names

Please enter your full name, including any middle names. Please do not use initials.

If you're transgender or non-binary and are concerned about completing this form, read the advice
on the Information for fransgender disclosure applicants’ @ page.

Title

| Select your title - ‘

First name

Middle names (only leave this empty if you have no middle names)

Last name

Have you ever been known by a name that's different to the one you
use now?

If you hawve changed your name - through marriage, civil partnership or for any other reason - then
we need to know about it so we can accurately check your criminal record.

These names will only be used for this purpose and will not be shared.

( K m
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Have you ever been known by a name that's different to the one you
use now?

If you have changed your name - through marriage, civil partnership or for any other reason - then
we need fo know about it So we can accurately check your criminal record

These names will only be used for this purpose and will not be shared.

CI No

(@) ves

Other name

Previous first name

Previous middle names (only leave this empty if you have no middie names)

Previous surname

X Hemove

4 Add an additional name

14 Back

Continue
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Your date of birth

Enter your date of birth on this screen. If you don’t know your date of birth, use the
one on offical documents, such as your passport or driving licence.

D'i'SClOS_L_lre_ Apply for Scheme Record Update &=*

Your date of birth

IT you don’t know your date of birth, use the one on official documents, such as yo

=}
E
™

53ssport or
driving licence

For example, 05 04 1983

Day Month Year
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Your contact details

On this screen enter a valid email address and contact telephone numbers.

We may need to contact you to help process your application so please provide as

many contact details as you can.

It may slow down your application if you do not provide both an email address and

telephone number.

D’:FSCIOS_L_II’E Apply for Scheme Record Update =

Your contact details

Ve may need to con ol whilst we process your application. Please provide both a phone

numberand an emal S - It imay slow

wn your application if you don't.
Email address (this can be any email address that you check frequently)

Mobile telephone number (optional)

Landline telephone number (optional)

L 4 Back Continue >
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Your current address

Please provide your current address and the month and year you moved there.

You can enter your postcode and select ‘Find UK address’ - this will display a list of
addresses in your postcode, select the correct address from the list.

Alternatively, you can select the blue link below and enter your address manually.

D ﬁsclosure Apply for Scheme Record Update ™

Your current address

Please tell us your current address and the month and year you moved thera

Postcode

‘ FIND UK ADDRESS

Enter address manually
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Once you have selected your address or entered it manually, you will be asked
‘When did you move here?’. Enter the month and year your moved to that address.

Disclosure

Your current address

Pleaze tell us your curmrent addreez and the month and year you moved there

Apply for Scheme Record Update =*

Postcode

| I o crooncss |

Please select your addreas

I Disclozurs Scotland, ~

Addreas line one

| Dizclozure Scotiand

Addreas line two (optional)

|

City/town

| aLaseow

County/province (optional)

| Lanarkshire

Country

| United Kingdom

Postcode

When did you move here?

For example, 00 2015

Month Year

| | |

Enter addrees manually

< Back

69




National Insurance Number

This screen asks if you have a National Insurance number. Please provide this
information if you have it. It will help us progress your application.

D%':TSCIOS_L_IFE Apply for Scheme Record Update =%

National Insurance Number

Please let us know it you have a National Insurance (NI) number. It will help us process you

application

» Where can | find my NI number?

Do you have a National Insurance Number?

( ) No

[ ) Yes

< g m
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Selecting ‘Yes’ will present a field for you to enter your National Insurance number.

National Insurance Number

Pleasze let us know if you have a National Insurance (NI} number. It will help us process your
application.

» Where can | find my NI number?

Do you have a National Insurance Number?

() Mo
-

(@) ves

Mational Insurance Number (for example, JM 76 27 87 A)

Disc IOS ure Apply for Scheme Record Update =

A
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Passport

This screen asks if you have a passport.

D@SCIOS__UI’E_ Apply for Scheme Record Update ®®

Do you have a passport?

|\ J Mo

( ,| Yas
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Selecting ‘Yes’ will present a field for you to enter your passport number.

Disclosure

Do you have a passport?

{ ) No

o

Country of issue

Apply for Scheme Record Update &=™

Select a country

Passport number

14 Back
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Driving Licence

This screen asks if you have a driving licence.

Do you have a driving licence?

This can be full or provisional.

< Back Continue ¥

DTSCIOSUI’E‘ Apply for Scheme Record Update *=*

A
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Selecting ‘Yes’ will present a field for you to enter your driving licence number.

Do you have a driving licence?
This can be full or provisional.

(Mo

o

Country of issue

| Select a country - ‘

Driving Licence number

< Back Continue >

DéSCIOS___L_IfE Apply for Scheme Record Update =2
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Regulatory body details

This screen asks if you're a member of any of the regulatory bodies listed.

Regulatory Body details

Using the list below, please tell us if you're a member of any regulatory body. For exampie; the
General Medical Council, which reqgulates doctors working in the UK

Please sefect all regulatory bodies that apply. You can be a member of more than one body.

Please select all Regulatory Bodies you are 2 member of

D Care Inspectorate

|:| General Chiropractic Coundil

D General Dental Council

D General Medical Council

|:| General Cptical Council

D General Osteopathic Council

D General Teaching Council for Scotland
D Health and Care Professions Council
D Nursing and Midwifery Council

I:I General Pharmaceutical Council

D Sootlish Social Services Council

D | am not a member of any of these Reguiatory Bodies

DiSC[O_S_'_.JI’E_ Apply for Scheme Record Update ==

< Gt W
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Selecting one of the regulatory bodies will present a field for you to enter your
regulatory body registration number.

DQSCIOS_L_IFE_ Apply for Scheme Record Update =™

Regulatory Body details

Using the list below. please tell us if you're & member of any regulatory body. For example, the
General Medical Gouncil, which ragulates doctors working in the UK.

Please select all regulatory bodies that apply. You can be a member of more than one body.

Please select all Regulatory Bodies you are a member of

Care Inspectorate

Registration number (for example, AB1234567290)

D General Chiropractic Council

D General Dental Gouncil

|:| General Medical Council

D General Optical Council

D General Osteopathic Council

D General Teaching Gouncil for Scotland
|:| Health and Care Professions Coundil
D Mursing and Midwifery Council

D General Phammaceutical Council

|:| Scottish Social Services Council

|:| | am not a member of any of these Regulatory Bodies

L4 Back Continue >
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Review your application

This screen gives you the opportunity to check your answers and make sure they are

correct. If you need to change any of your details, change them at this stage by

selecting the blue ‘change’ link at the right of the screen.

Disclosure Apply for Scheme Record Update =*

Review your application

Pleaze maks 2ure your answers are complete and comect

Position details
Position applied for SAMPLE

Working for SAMPLE

Application type

Working with Chidran

Personal details

Name Change

Previous names You have aways been known by the same name Change

Date of birth 01 January 1968 Change

PVG scheme number 1111222233334242 Change

Contact details

Email address osurescotianc gov.scot Change

Mobile telephone number Change

Landiine telephone number Change

Address details

Current address Disclosure Scotiand Change
AP

Your identifying information

National Insurance number Change

Paszsport Net provided Change

Driving licence Not provided Change

Regulatory Body membership

Regulatory Body Nere Change
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Declaration

This screen is the declaration. By selecting the checkbox you are declaring that the
information you have given is complete and correct, and you understand that to
knowingly make a false statement in this application is a criminal offence. You are
declaring that you will give any additional information that may be required to verify
the information given and will immediately notify any changes to this information.

You need to select the checkbox before you can continue with the application.

D@SCIOSUI‘E Apply for Scheme Record Update **

Declaration

I reguest that a disclosure record be issued to the persons specified in this app!icat.—m in refation to

the type(s} of regulated work specified. | understand the following:

« Disclosure Scotland will use the information | have given to verify my identity and to check and
process my application. Disclosure Scoiland will use this information and any other information
relating to my Scheme membership for the purposes of the Scheme, for the prevention or
detection of crime and for other related purposes. Disclosure Scotiand will continuously
monitor and update the information it holds about me.

+ Disclosure Scotland may pass the information it holds about me to other Government

t agencies for the purposes
of the Scheme, the prevention and detection of Grime, the apprehension and prosecution of
offenders and for other related purposes

departments or organisations, the police and other law enforceme

| declare that the information | have given is complete and correct. | understand that to knowingly
make a false siatement in this appiication is a cnminal offence. | will give any additional information
that may be required to verify the information given and will immediately notify any changes to this
information.

D | agree

£ Back Submit >
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Paying for this application

You will be taken to this screen if your organisation selected the option where you
are responsible for paying for the application by card. If not, you will be directed to
the page - Thank you for starting this application

This screen explains that payment will be taken through GOV.UK Pay and also has a
link to further information on refunds. Selecting ‘continue’ will take you to the
GOV.UK pay screen.

DéSClosure Apply for Scheme Record Update =™

Paying for this application

ay. This is a secure government payment system. Please have

before proceeding

What happens if | need a refund?

You can find Information regarding application refunds on mygov.scot/disclosure-refunds (7'

( e m
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This screen is where you will enter you card details.

i GOVLUK Disclosure Scotland Payments

Enter card details

Payment summary

Card number TODO10888 Scheme Record
| Update

Tokal amount:

- £18.00

Expirydate

For emample. 10423

Month Year
[ 1/ [ ]
MName on card

Card security code

e last 3 digets on the back of the card

[ 1]

Billing address

|5 15 the address associsted with the card

Country or territory

| United Kingdom

Bagldéng number or name and strest

Towm or city

Postcode

—

Contact details

We'll send your payment confirmation here




This screen asks you to confirm your payment. Select ‘Confirm payment’ to complete
application and payment.

ity GOV.UK Disclosure Scotland Payments

Confirm your payment Payment summary
TODOAOBEE Scheme Record

Card number sassnnsenness100 Update

Expirydate 10722 Total amount:

MName on card sampde sample E‘B.OD

Billing address sampte, sample. samole. xx Txx, United Kingdom

Confirmation email samplei@sample.couk

Confirm payment

Cancel psyment

Upon successful payment you will receive a notification to the email address entered
on the Disclosure Scotland payment screen.

Wed 16/12/2020 19:36

GOV.UK Pay <gov.uk.pay@notifications.service.gov.uk>

Your payment of £18.00 to Disclosure Scotland Payments was successful

Your payment of £18.00 to Disclosure
Scotland Payments was successful

Payment for: TO0010890 Scheme Record Update
Reference: T00010890
Date of payment: 16 December 2020 — 19:35:35

IMPORTANT: For email applications please:
Keep this email, it's your proof of purchase.

Add the payment reference number found at the top of this email
to your application form.

Send the completed application form to disclosure-
applications@disclosurescotiand.gov.scot.

Once we receive your email application we will:
contact you if we need more information

process your application once it’s complete and post your
certificate

If you're applying through the PVG scheme online portal, please
keep this email as it's your proof of purchase.

This email address is not monitored. If you have any questions
about your payment, contact the service you made the payment
to directly.
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Thank you for your application

This is your confirmation screen. It lets you know you have successfully submitted
your application to Disclosure Scotland.

It will show your unique reference number relating to your application. Please take a
note of the reference number as this may be needed in the future.

It also explains what happens next and provides you with contact details for
Disclosure Scotland.

There is an opportunity for you to provide feedback on the service.

D@SCIOSUI’E Apply for Scheme Record Update *™*

Thank you for your application

Your application has been submitted to Disclosure Scotland. Please take a note of the reference number as this may be
needed in the future.

N

Your reference number:

T00011511

What happens next?

1. Disclosure Scotiand will process your application

2. Disclosure Scotiand will inform you of the outcome

Get help

To check the status of your application, please contact the organisation that invited you to apply.

To speak to somecne at Disclosure Scotland:

= call 0300 020 0040 (calls charged at a standard rate, find out more about charges =)

« email response@disclosurescotiand gov.scot

Give Feedback

Overall, how do you feel about the service you have experienced today?

| Very Satisfied
(") satisfied
o

| Meither satisfied nor dissatisfied

() Dissatisfied

| Very dissatisfied
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