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 19:03

DisclosureScotland <disclosurescotland@notifications.service.g

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

Scottish Government
Riaghaltas na h-Alba
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: Z

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

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

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

Link: hifps:/fapplicant apply-ft env-cc.netfexisting?
token—oWPOflizCyxHUZ-MmPhy 38RKTSe8rCi vrsKrd58hk=

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 @disclosurescotiand.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.c

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

Scottish Government
Riaghaltas na h-Alba
gov.scot

P

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'SCIOSUT‘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 7, but the main points are listed below.

Joining the PVG scheme means:
« Disclosure Scotland will access your criminal record (if you have onej
» Disclosure ‘Scotland will share details of this record with the organisation you apply to work for

+ Disclosure Scotland will keep checking your record unless you leave the scheme

Before you start

To complete this application, you will need:

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

« your National Insurance number (if you have one)

» your passport number (if you have ong)

 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 regulatery body (e.g. S5SC)

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 someone at Disclosure Scotland. To do so:

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

+ email response@disclosurescotiand.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.

D'SC[OSUfE Application for PVG scheme *™

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 about you to other Government departments or
organisations, the police and other law enforcement agencies

= will regularly 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




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

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 Scheme Record
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.

< Back Continue >




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.

Dlsclosure Application for PVG scheme =™

Your full name and previous names

Please enter your full name, including any middle namss. 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 transgender 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 5o we can accurately check your criminal record.

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

< Back “

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

T,

| ] No

o

Other name
Previous flrst name

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

Previous surname

X Bemove

+ Add an additional name

< 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 include those.

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.

Your date of birth

If you don't know your date of birth, usa the one on official documents, such as your passport or
driving licence.

For example, 05 04 1983

Day Month Year

D SC[OSUI'E Application for PVG scheme &=™

< Back m
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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.

Your gender

Please enter the gender you identify as. If you're transgender or non-binary and are concarned about
completing this form, read the advice on this page .

i -\.
[ ) Femala
h "y

.’-_-\.
[ ] Male
_

-y

Disclosure Application for PVG scheme ==

14




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 hd |

< Back Continue )
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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 sclosure Application for PVG scheme =™

Your nationality

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

[’ \] British (including Scottish, English, Welsh and Northarn Irish)
lj: :jl Irish

—~
| ) Citizen of another country
S

< Back Continue >




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'SCIOSUFE Application for PVG scheme =™

Your contact details

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

Mobile telephone number (optional)

Landline telephone number (optional)

< Back Continue >

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.

D SC[OSUI’E Application for PVG scheme &=

Your address history

The following questions are about your address history.

We need to know where you have lived since February 2016, with no gaps. You'll need to tell us both
the month and year you moved into each propearty.

If you have been a student during this time, please enter all of your term-time and vacation
addrasses.

If you hawve lived in emergency accommodation during this time, pleasa 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.

L4 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.

Disclosure Application for PVG scheme #5

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 >
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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

Pleazs tall us your current address and the month and year you mowved there.

Application for PVG scheme =

Postcode

| | AND UK ADDRESS

Plaasa zelact your addreas

| Discloeure Scotland, -

Address line one

| Deaciozure Scotland

Addresa line two (optional)

City/town

| ALASEOW

County/province (optional)

| Lanarkzhirg

Gountry

||.Jn ted Kingdom

Postcode

When did you move hera?
For eccampla, 08 2015

Manth Yaar

Enter address manually

L4 Back

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.

BETA

Disc |DSLI re Application for PVYG scheme

Your address history is complete

You'vie given us your complets addrees hiztony for the last 5 years. Pleaze check and confirm thees detailz befors procesding.
Your address From To
Dizclosure Scotland, Jan 1908 Mow Edit Delste

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.

Disclosure Application for PVG scheme %

National Insurance Number

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

» Where can | find my NI number?

Do you have a National Insurance Number?

£ Back Continue )




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

Disclosure

application.

» Where can | find my NI number?

Do you have a National Insurance Number?

National Insurance Number

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

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

Application for PVG scheme =™

< Back
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Passport

This screen asks if you have a passport.

Disclosure

Do you have a passport?

< Back

Application for PVG scheme =™
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Selecting ‘Yes’ will present a field for you to enter your passport number.

Disclosure

Do you have a passport?

Country of issue

Application for PVG scheme ®"

| Select a country

Passport number

< Back

A
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Driving licence

This screen asks if you have a driving licence.

Disclosure

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

f -_-\.
| | Mo
—
./._.\.
|| Yes
S

< Back

Application for PVG scheme &=®
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Selecting ‘Yes’ will present a field for you to enter your driving licence number.

D'SC[OSUT'E Application for PVG scheme =™

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

f ._.\.
| ] Mo
J

@

Country of issue

|Se|ect a country hd |

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.

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 bodies that apply. You can be a member of more than one body.

Please select all Regulatory Bodies you are a member of

D Care Inspectorate

D General Chiropractic Coungil

I:l General Dental Council

I:l General Medical Council

D General Optical Council

D General Osteopathic Council

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

I:l General Pharmaceutical Council

D Scottish Social Services Council

D I am not a memiper of any of these Regulatory Bodias

( Back m

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

28



Disclosure Application for PVG scheme

SCOT

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 bodies that apply. You can be a member of more than one body.

Please select all Regulatory Bodies you are a member of

GCare Inspectorate

Registration number (for example, AB1234567290)

D General Chiropractic Council

|:| General Dental Council

D General Medical Council

D General Optical Gouncil

|:| General Osteopathic Gouncil

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

D General Pharmaceutical Council

|:| Scottish Social Services Gouncil

D | am not @ member of any of these Regulatory Bodies

( Back m
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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.

Disc IDSLI re Application for PVG scheme
168 AMD
Makss sure your answers are complete and comect. If you need to changs any of your details, changs
them at thiz =tags.
About you
Hame Wis SAMPLE SAMPLE SAMPLE Changs:
Previous names You have always baen known by the sama nama Change:
Mother's maiden name SAMPLE Changs:
Date of barth 07 Jarwary 1985 Changs:
Gander Female Change:
Place of birth GLASEOW, Unitad Kingdom Change:
Hationality United Kingdom Changs:
Contact detailz
Email address DEAmbaszadorTeamBdisclosurescotland govscot Change
Mobile t=leghane numbar Wit provided Change:
Landline telephone number Wit provided Changs:
Addrasa history
Current address Disclogure Soxtland Change
A FimmiEm
;r-:— January 1988 - now
Previcus addresses Ware Change
Your identifying information
National Insurance number Change:
Pa==port Changs:
Diriving licence Wit provided Changs:
Regulatory Body membership
Regulatory Body Hiana Change:

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

1 apply to join the Scheme under the Protection of Vulnerable Groups (Scotland) Act 2007
("'Scheme’). | request that a disclosure record be issued to the persons specified in this application in
relation to the typels) 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 other related purposes. Disclosure Scotland 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 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.

D | agree

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@SCIOSUl’e Application for PVG Scheme ™™

Paying for this application

Payment is taken through GOV.UK Pay. This is a secure government payment system. Please have

your card details ready before proceeding.

What happens if | need a refund?

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

32



This screen is where you will enter you card details.

Disclosure Scotland Payments

Enter card details

Payment summary

Card number TOMHOBTE Scheme Record
| {Joim))

Total amount:

- £59.00

Expiry date

- TP P
O e oie. S L

Month Year
L1/ [
MName on card

Card security code

he last 3 digits on the back of the card

Billing address

his is the address associated with the card

Counfry or territory

|Ur' ted Kingdom

Bailding number or name and street

Towin or city

Postcode

]

Contact details

‘We'll send your payment confirmation here

m
]

g

Lancel Daymen

33



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

i GOV.UK Disclosure Scotland Payments
.
Confirm your payment Payment summary
TOOMOETE Scheme Record
Card number assssnssnaasi’l] {Join)
Expirydate 1022 Tofal amount:
Mame on card test Test EEQ‘OO
Billing address 1, pacofc quay, glzagow. 951 1dz, United Kingdom
Confirmation email sample@sample

Confirm payment

Cancel 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

GOV

Your payment of £59.00 to Disclosure
Scotland Payments was successful

Payment for: TO0010878 Scheme Record (Join)
Reference: TO0010878
Date of payment: 16 December 2020 — 18:43:28

IMPORTANT: For email applications please:
Keep this email, its 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@disclosurescatland.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.

DiSClOS_L_Ir_e 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.

N\

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?

[::l Very Satisfied

[:_:] Satisfied

C) Neither satisfied nor dissatisfied
|:| Dissatisfied

[:'_::] Very dissatisfied

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’.

Disc IDS_LI re Application for Scheme Record =%

Apply for an Existing Scheme Record

A= an exizting member of the Proteciing Vuinerable Groups scheme (PVG schems) you need to
complste an Existing Scheame Record
About Existing Scheme Records
An Exgsting Scheme Record is uasd to update Disclosure Scotland:
- each tima a PV schame member woerka with & new vulnsrabls group. For exampls, if you worked
with vulnerabla adults bafore but your new role involves working with children, you'll nesd to
complste an Existing Schame Fecord
Before you start
To complsta this form, you will nead:

= your PVG acheme membership number that's on your PVG certificate

= your National Insurance numbser (if you have one)

= your paseport number (if you have one)

= your driving licence number (if you have ons, thiz can bs full or provizsional)

= your regulatory body number, if you are a member of a regulatory body (2.0 550

= a credit or debit card to pay for thiz application

Paying for this application
The organization you're applying to work for has indicated that you will pay for thiz application. The

coat iz E50.

At prezent, we only accept card paymants made through GOV UK Pay, a secure governmeant
payment systam, so please have your card details ready before you siart.

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

Need help?

f you don't haws thass dstailz, or nesd hslp with any other part of the appicstion procses, you can
speak to someons at Disclosurs Scotland. To do =0

= =il 0300 020 0040 {callz charged at a standard rate, find out mors about charmes

= emal responss@disclosurescotland 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.

Disclosure Application for Scheme Record =™
SCOTLAND

Your personal information

Disclosure Scotland:

» will uge 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 about you to other Government departments or
organisations, the police and other law enforcement agencies

= will regularly check the information it holds about you

Yol can read our privacy statement (2 for more information on how we use, keep and share your
personal information.

| give Disclosure Scotland permission to keep and share my personal information for these
purposes
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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.

Disclosure Application for Scheme Record =™

Check application details

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

< Back Continue >
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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’E 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
know your number, contact Disclosure Scotland on 0300 020 0040.

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

DiSCIOSUfE Application for Scheme Record *™
SCOTLAMD

Your full name and previous names

Please enter your full name, including any middle names. Plaase 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 transgender disclosure applicants’ = page.

Title

‘Select vour fitle -

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 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.

< Back Continue )
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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 marniage, 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.

e

[ ] No

o

Other name

Previous flrst name

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

Previous surname

X BRemove

+ 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.

D SCIOSUI’E Application for Scheme Record =™

Your date of birth

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

For example, 05 04 1983

Day Month Year

< Back m
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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.

Disclos_ure Application for Scheme Record =™

Your contact details

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

Mobile telephone number (optional)

Landline telephone number (optional)

£ Back Continue >

43




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 SC[OSUFE 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

L4 Back Continue >

44



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.

Disc loﬁ_l__.lfq

Your current address

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

Application for Scheme Record &=

Postcode

| | AND UK ADDRESS

Plags=a select your address

| Diecloaurs Scotland, -

Addrasa line one

| Deaclosure Scotland

Addresa line two (options])

City/town

| GLASGOW

County/province (optional)

| Lanarkzhira

Country

| United Kingdom

Postcode

When did you mowe here?
For exampls, 08 2015

Maomnth Yaar

| o | | 2000]

Enter address manually

L 4 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.

Disclosure

Application for Scheme Recor

National Insurance Number

Please let us know if you have a National Insurance (NIj number. It will help us process your
application.

» Where can | find my NI number?

Do you have a National Insurance Number?

Back

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

Disclos_ure Application for Scheme Record =™

National Insurance Number

Please 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?

National Insurance Number (for example, JM 76 27 87 4)

4 Back Continue >
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Passport

This screen asks if you have a passport.

Disclosure

Do you have a passport?

4 Back

Application for Scheme Recor

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

Disclosure

Do you have a passport?

.‘J._.\.
[ ) No
4

@ v

Country of issue

Application for Scheme Record =™

|E‘>e|ect a country

Passport number

4 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.

.’._.\.
[ ] No
./._.\.
| ] Yes
LY "y

4 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.

DiSClOSUfE Application for Scheme Record =*
SCOTLAND

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

7 No

| |
o

Country of issue

‘Select a country - |

Driving Licence number

4 Back Continue >

51



Regulatory body details

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

Disclo;‘;yrg

D Care Inspectorate

D General Chiropractic Council

|:| General Dental Council

D General Medical Council

D General Optical Gouncil

D General Osteopathic Council

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

D General Pharmaceutical Council

D Scottish Social Services Gouncil

[ 4 Back

Application for Scheme Recor

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 bodies that apply. You can be a member of more than one body.

Please select all Regulatory Bodies you are a member of

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

d BETA
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Selecting one of the regulatory bodies will present a field for you to enter your
regulatory body registration number.

DiSCIOSUFE Application for Scheme Record =™
SCOTLAND

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 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 exampls, AB1234567890)

|:| General Chiropractic Gouncil

D General Dental Gouncil

D General Medical Council

|:| General Optical Council

D General Osteopathic Council

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

|:| General Pharmaceutical Council

D Scottish Social Services Council

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

( pack “

53



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.

Disc |05U re Application for Scheme Record ==

Review your application

Pleaze maks surs your answers ars complete and comact

Position detaile

Position apoled for Bxampla

‘Weorkiing for Sxampla

Application type Existing Schems Ascand
‘Weorking with Pratected adults

Parsonal detaila

Ham= Miz= EXAMPLE EXAMPLE Charge
Previcus names ou have always besn known by the same rame Changs
Date of birth 01 Jaruary 1988

FYG scheme number LR R P

Contact details
Email addr==ss DEdmbassadorTeamBdisclosunscotland_gov scot Chargs
Mobile telephone number Mot provided

Landline teleghone number

Addresa detaila

Current address Disclemure Scotland Chargs

Your identifying information

Matiomal Insurance number Mot provided Chargs
Pa==zport Mot provided Charge
Diriving licence Mot provided Chargs

Regulatory Body membership

R=gulatory Body Mone Changs
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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.

DiSCIOS_L_II’_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 Schame membership for the purposas of the Scheme, for the prevention or
detection of crime and for other related purposes. Disclosure Scotland 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 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.

|:| | agree

< 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 SCIOSUFE Application for Scheme Record =™

Paying for this application

Payment is taken through GOVUK Pay. This is a secure government payment system. Please have
your card details ready before proceeding.

What happens if | need a refund?

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

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

Disclosure Scotland Payments

Enter card details

Payment summary

Card number TOH0OBBET Scheme Record
| {Existing)

Total amount:

- £59.00

Expiry date

~r ey armnla 0037
of EXdimie. L

Month Yaar
L1/ [
Mame on card

Card security code

he last 3 digits on the back oithe card

o v

Billing address

his is the address associated with the card

Ciounfry or territory

|Ur' ted Kingdom

Building number or name and street

Town ar city

Fostocode

L]

Contact details

We'll send your payment confimnation here

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

4 GOV.UK Disclosure Scotland Payments
L]

Confirm your payment

Card number ansssasssnsaTI00

Expirydate 10422

Mame on card SAMPLE SAMPLE

Billing address TESTTEST, TEST. TEST., %31 13X, United Kingdom

Confirmation email SAMPLE@SAMPLE.CO.UK

Confirm payment

Cancel payment

Payment summary

TOOI0S8T Scheme Record
{Existing)

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: TO0010887 Scheme Record (Existing)
ReferenceT00010887
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'SCIOSUFE 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. 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 0200 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

RS

") satisfied

(") Neither satisfied nor dissatisfied
L

P

(| Dissafisfied

RS

") Very dissatisfied
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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’.

DiSCIOSUFE Apply for Scheme Record Update &=
SCOTLAND

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 Scheme 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 certificate

» your National Insurance number (if you have one)

= your passport number (if you have ong)

= 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 (=.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 someone at Disclosure Scotland. To do so:

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

« email response@disclosurescotland.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.

DiSClOSUfE Apply for Scheme Record Update =™
SCOTLAMND

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 about you to other Government departments or
organisations, the police and other law enforcement agencies

will regularly 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.

[

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

< Back Continue >
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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.

Disclosure Apply for Scheme Record Update =™
SCOTLAND
Check application detail
Check the details for this position are cormect 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 Record 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.
14 Back Continue >
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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.

D SCIOSUFE Apply for Scheme Record Update =*

Your PVG scheme number

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

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

< Back m
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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.

DiSClOSUfE Apply for Scheme Record Update =™
SCOTLAND

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 transgender disclosure applicants’ 2 page.

Title

‘Select your title h

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 have changed your name - through marniage, civil partnership or for any other reason - then
we need to know about it 5o we can accurately check your criminal record.

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

( Back 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 cnly be used for this purpose and will not be shared.

N
| | No

L
ol

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

65



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.

Your date of birth

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

For example, 05 04 1983

Day Month Year

< Back m

D SC[OSUI‘E Apply for Scheme Record Update *=*
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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.

Disclosure Apply for Scheme Record Update ==*
SCOTLAMD

Your contact details

We may need to contact you whilst we process your application. Please provide both a phone
number and an emall address - it may slow down 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)

14 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 SClOSUfE Apply for Scheme Record Update =™

Your current address

Please tell us your cument 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

Plaazs tall us your current address and the month and year you mowed thare.

Apply for Scheme Record Update Ex

Postcode

| | AND UK ADDRESS

Pleasa salect your address

| Dizcloauwrs Scotland, -

Addresa line one

| Déaciozure Scotland

Address line two (options])

City/town

| GLASGOW

County/province (optional)

| Lamarkzhirs

Country

| United Kingdom

Postcode

When did you move hera?
For example, 0% 2015

Month Yaar

Enter addrezs 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.

D SCIOSUFE Apply for Scheme Record Update *=™

National Insurance Number

Please 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?

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

Disclosure Apply for Scheme Record Update =™
SCOTLAND

National Insurance Number

Please 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?

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

< pack m
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Passport

This screen asks if you have a passport.

Disclosure

Do you have a passport?

< Back

Apply for Scheme Record Update =™
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Selecting ‘Yes’ will present a field for you to enter your passport number.

DiSClOSUFE Apply for Scheme Record Update =*
SCOTLAMD

Do you have a passport?

.’-_.\.
) Mo
.,

o

Country of issue

‘Select a country hd |

Passport number
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Driving Licence

This screen asks if you have a driving licence.

D SCIOSUI'E Apply for Scheme Record Update =™

Do you have a driving licence?

This can be full or provisional.
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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

®

Country of issue

‘Select a country - ‘

Driving Licence number

4 Back Continue >

A
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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 example, the
General Medical Gouncil, which regulates doctors working in the UK.

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

Please select all Regulatory Bodies you are a member of

D Care Inspectorate

D General Ghiropractic Council

|:| General Dental Council

D General Medical Council

D General Optical Council

D General Osteopathic Council

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

D General Pharmaceutical Goundil

D Scottish Social Services Council

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

I

DiSCIOSUFE Apply for Scheme Record Update =*
SCOTLAMND
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Selecting one of the regulatory bodies will present a field for you to enter your
regulatory body registration number.

DiSClOSUfE Apply for Scheme Record Update ™
SCOTLAND

Regulatory Body details

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

Flease 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, AB1234567890)

|:| General Chiropractic Gouncil

D General Dental Council

D General Medical Council

I:l General Optical Council

D General Osteopathic Council

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

D General Phammaceutical Council

D Scottish Social Services Gouncil

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

( Back m
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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.

Disc IOSLI re Apply for Scheme Record Update =

Review your application

Pleazs maks auns YOUr SNEWErs 8re COMmpiets and COImact

Poaition detailz

Po=ition applied for SAMPLE
'Weorking for SAMPLE
Application type Existing Schame Aecord Updais
Weorking with Chidren

Personal dataila

Hame Ws SAMPLE SAMPLE SAMPLE Change

Previcus names You have always baen known by the same name

Date of barth 01 Jarwary 1388

PV scheme number 1111222233 334444 Change

Contact details

Email address DESAmbassadorTeamdisclosurescotland gowsoot Change

Mobile t=lephone number Mot providad

Landline teleghone number

Address details

Current address Disclosura Scatdand Change
i

Your identifying information

Hational Insurance number Hot provided Change

Pas=sport Hot provided Change

Diriving licence Hot provided Change

Regulatory Body membership

Regulatory Body Mona Chargs:

( BECK
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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.

Declaration

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

» Disclosure Scotland will use the information | hawe given to verify my identity and to check and
process my application. Disclosura 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 Scotland 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 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 complate 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.

D | agree

Disclos_ure Apply for Scheme Record Update ==*

I
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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.

D‘f‘SClOS ure Apply for Scheme Record Update =%
Paying for this application
ecure government e em. Please e
What happens if | need a refund?
You can find Information regarding application refunds on mygov.scot/disclosure-refunds (7
< Back Continue >
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This screen is where you will enter you card details.

Disclosure Scotland Payments

Enter card details

Payment summary

Card number TONOBEE Scheme Record
| Update

Total amount:

- £18.00

Expirydate

O ExdImiieE, I 2a

Momth Year
1/ [
Mame on card

Card security code

he last 3 digits on the back of the card

)=

Billing address

his is the address associated with the card

Counfry or territory

|Ur' ted Kingdom

Building number or name and strest

Towwon ar city

Fostocode

]

Contact details

We'll send your payment confimmation here

cmail

Cameal meurmen
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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

Card number snsssassnnas’]00

Expiry date 1022

Name on card sample sample

Billing address sample, sampla, sample, @1 1xe, United Kingdom

Confirmation email samplei@sample.co.uk

Confinm payment

Cancel payment

Payment summary

TOOIO2EE Scheme Record
Update

Total amount:

£18.00

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

Reference: TO0010890

Keep this email, its your proof of purchase.

to your application form.

applications @ disclosurescotiand.gov.scot.

contact you if we need more information

certificate

keep this email as it's your proof of purchase.

to directly.

Payment for: TO0010830 Scheme Record Update

Date of payment: 16 December 2020 —19:35:35

IMPORTANT: For email applications please:

Send the completed application form to disclosure-

Once we receive your email application we will:

Your payment of £18.00 to Disclosure
Scotland Payments was successful

Add the payment reference number found at the top of this email

process your application once it's complete and post your
If yowre applying through the PVG scheme online portal, please

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

a

DiSClOSUFE Apply for Scheme Record Update =%
SCOTLAND

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 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

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

() Very satisfied

Y

| ) Satisfied

(") Naither satisfied nor dissatisfied
R

(") Dissatisfied

(") Very dissatisfied
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