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The online PVG application process for adults can be used for all applicants aged 16 and above. For those aged 16-17 these are new requirements so please ensure they have the link to the PVG Applicant’s Guidance for Volunteers aged 16-17 which can be downloaded here. If you are processing their PVG application you will also need to view that guidance.

For Young Leaders or Young Helpers who are already volunteering but not yet aged 16, they can apply for a PVG when aged 15 yrs and 8mths, so their PVG disclosure to be received and risk assessed by the HQ Safeguarding Team by their 16th birthday. This will avoid them having to stop volunteering when they become 16 if their PVG is not yet finalised. The rest of this document explains the process for those aged 15 yrs and 8mths.

For those Young Leaders and Young Helpers aged under 16, the PVG application process is different to the adult process as they can not have an online ScotAccount. It is a ‘paper application’ process and their ID requirements are more specific than for an adult. You and the applicant will need to refer to the PVG Applicant’s Guidance for Volunteers aged 15 which can be downloaded here.

Even if the applicant has a PVG disclosure for another organisation, they will still need a Scouts PVG disclosure before they volunteer with young people in Scouting.

The applicant needs to be added to scouts.org.uk before the Identity Check Meeting.
The ID Checker needs to have a full appointment on scouts.org.uk.

[bookmark: _Hlk207797093]There are two types of PVG application that a potential or current volunteer can complete:
a) ‘Application to join the PVG Scheme’ – for someone who hasn’t previously completed a PVG disclosure check with Scouts or elsewhere; or who is applying for a different workforce (Child/Adult).
b) ‘Existing PVG Scheme Member Application’ – for someone who’s already a member of the PVG Scheme for this workforce and holds a 16-digit member number. This number starts with last 2 digits of the year they joined the PVG scheme (eg if they started in 2023, their PVG number will start with 23). They can find their PVG membership number on their PVG certificate under their date of birth. 

Meeting to Review Identity Documents and Complete the Application Form

You, as ID Checker are required to meet with the applicant face-to face to check and scan/photograph their original identity documents and to complete their PVG application form. Disclosure Scotland instruct that Scouts authenticates the identity of the individual and checks the accuracy of the information before submitting the disclosure application to them. The applicant may also appreciate some help from you to complete their application- they are still a young person in Scouting and should be supported as such.

Before the Meeting

	1. Disclosure Scotland recommend this further guidance around how to check ID. Please read this before your meeting: How to prove and verify someone's identity - GOV.UK
2. Please read the relvvant PVG Applicant’s Guidance. It provides guidance on completing the PVG application form, lists the Acceptable ID Documents for this type of application and may help you answer the applicant’s queries.
3. Forward the applicant the link to the relevant PVG Applicant’s Guidance. Applicants must be able to see this document as it explains the requirements in the application process step by step and signposts them to important guidance. 
4. Ask the applicant to bring to the meeting 
· Their 3 original pieces of ID:  One from List A which shows name and date of birth AND one from List B which shows name and current address (at least one of these two documents must be photographic) AND one from List A, B or C. They cannot use the same document for Date of Birth and Address. A disclosure/PVG certificate is not suitable evidence of identity. 
· Any proof of name changes. 
· Their 16-digit reference number if they already have a PVG certificate for this workforce 

They are NOT required to supply References



During the meeting with the applicant 

The applicant may wish to bring their parents/carers for support

	Step 1

Carefully check and cross match the applicant’s ID documents, discussing any name changes and address history.  
1. Check that the ID provided is from the relevant List of Acceptable ID: 
One from List A which shows name and date of birth AND 
One from List B which shows name and current address 
(at least one of these two documents must be photographic) AND 
One from List A, B or C. 
They cannot use the same document for Date of Birth and Address. A previous PVG disclosure is not suitable evidence of identity. 

You must only accept valid, current, and original documentation, not accept photocopies or documentation printed from the internet e.g. internet bank statements

You must ensure that the applicant declares all legal name changes and provides documentary proof to support this change of name. If the applicant is unable to provide this proof, you will need to have a discussion with the applicant about the reasons why this is. The name on their PVG application must match their ID documents. If they do not match, please contact Disclosures@scouts.org.uk for advice.

If the applicant is already a PVG scheme member, please also advise them that they are required to tell Disclosure Scotland of any name changes if they have not already done so.
See How to prove and verify someone's identity - GOV.UK for further guidance


	Step 2

Log in to scouts.org.uk to complete the applicant’s disclosure application. By selecting the checkbox you will be 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. Then follow the appropriate step below: 

Online Disclosure Scotland Application (Aged 16 and 17)
The Scouts’ HQ Safeguarding Team will countersign and submit the application to Disclosure Scotland who will email the applicant asking them to sign in to or create a ScotAccount to complete their PVG application. The applicant will have 14 days after receiving this link to complete their application. Their disclosure status on scouts.org.uk will be updated to ‘Forwarded to Authority’. Disclosure Scotland will carry out their checks and will notify the applicant when their result is back.
 
Paper PVG (Aged 15 and 8 months up to 16) 
ID Checkers must
· Check the paper PVG application form is correct to prevent any delays in submission.
· Upload clear, colour copies of the front and back of their ID documents onto the last page of the PVG application form
· Upload the document onto My Membership, by going to HQ Services > Support Centre Requests > Create Request and then select ‘paper based criminal record check’ as the type. Add in the applicant’s name and membership number, upload the paper PVG application form which contains copies of their ID and then submit the request.
The application will go to the UK HQ Safeguarding Team who will check, countersign and submit it to Disclosure Scotland. If there are any issues, the form will be sent back to the applicant and the ID Checker for corrections before sending off.
Once submitted to Disclosure Scotland the status will be updated to ‘Forwarded to Authority’ and be awaiting the check by Disclosure Scotland who will then send the result to the applicant.


	Step 3    
  
Please explain to the applicant that 
· Only they will receive the result from Disclosure Scotland and they will need to ‘Share’ their PVG disclosure with The Scout Association HQ whether they have convictions/cautions or not. The disclosure will then go to the HQ Safeguarding Team to finalise the process.

· For online applications there will be a sharing link provided when they get their outcome which the applicant can follow
· For paper applications the applicant will receive an email with their criminal record check outcome and must reach out to Disclosure Scotland to share this, the instructions for this will be in the email from Disclosure Scotland. 

· Their PVG disclosure must be shared with Scouts HQ within 14 days of receiving it. If they do not ‘share’ their result with Scouts HQ within that timeframe, they would need to start the application process again.

· If their PVG disclosure contains some adverse (negative) criminal information, it doesn’t mean that they won’t be able to hold a role; but the Scouts’ HQ Safeguarding Team will need to risk assess it so they may not be able to help with younger Scouts straight away. If they also have an Explorer role in Scouting, the HQ Safeguarding Team will talk to the applicant about whether it affects that role.
 
· If they disagree with the information on their certificate, they should ask Disclosure Scotland for a review.

· If they do forget to ‘Share’ their outcome with The Scout Association or have any other queries, they can contact the Disclosures staff in the HQ Safeguarding Team via Disclosures@scouts.org.uk
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