Volunteer

Scotland Disclosure Services

PVG Disclosure
Process FAQs

We have created this document to help organisations with frequently asked
questions relating to the disclosure process, both online PVG applications and offline
applications.

For the latest updates and available information, training and guidance, please visit
our website.

Section 1: Understanding the Different Levels of
Disclosures.

Q1 - How do organisations know which level they require?
There are two types of Disclosures available with VSDS:

1. Online PVG Disclosure Application — Available for positions that require
PVG scheme membership for individuals in a regulated role (working with
children and/or protected adults). Please read our step-by-step guidance

2. Level 2 Online Disclosure Application — Available for positions within your
organisation that are not regulated roles and are eligible for a Level 2
disclosure. Please read our step-by-step guidance.

We have created a short learning byte video to also help you understand which
disclosure level you require.

Section 2: Online PVG Applications.

Q1 - How do | know what type of application to request?

There are 2 options available and it is important that you as an organisation check
with the applicant if they are a member of the PVG scheme prior to requesting the
online PVG application.


https://teams.public.onecdn.static.microsoft/evergreen-assets/safelinks/2/atp-safelinks.html
https://www.volunteerscotland.net/

Application types:

1. PVG Scheme to Join - required for new applicants joining the PVG scheme
for the first time AND for those existing PVG scheme members adding a
regulated role group they are not already a member for. This costs £59 for
paid staff. Volunteers are fee waivered.

2. PVG Scheme for Existing Members - required for those existing PVG
scheme members who are updating their membership for a regulated role
group they are already a member for. This costs £18 for paid staff. Volunteers
are fee waivered.

We have created a guidance pack to help with the completion of the application
request

Q2 - Do you have guidance on how to complete the Online PVG Application
Request?

Yes — you can view and download our guidance document here.

Q3 - How does the organisation understand the process for online PVG
disclosures?

We have created a visual guide of the full online application journey and
responsibilities for the Voluntary Organisation, Volunteer Scotland Disclosure
Services (VSDS), Volunteer/Applicant and Disclosure Scotland. This can be shared
with your applicants to raise awareness of their responsibilities and the process.

In the life of a PVG Disclosure application, 14 days is significant at 3 stages.

69 Link

Your applicant has 14 days from receiving their link from Disclosure
Scotland before it expires.

Reminders sent day 5 & 12 to complete their link.

CQ Share

Your applicant has 14 days from receiving the link from Disclosure
Scotland with their digital result to open, view and share with their
organisation, before it expires.

Reminders sent day 5 & 12 to share their result.

Q View

Organisations have 14 days from receiving the link from Disclosure
Scotland with the digital result to open, view and note the
information required, before it expires.


https://www.volunteerscotland.net/disclosure-services/application-processes

Our training team also offer free sessions to cover a range of topics. You can view
these and book online.

Q4 - How do we as an organisation know that you have received our online
PVG request?

Once you submit the request via our website, you will receive an automated email
response. If you have not received an automated response, this may be because
your email address was entered incorrectly. You can call our helpline on 01786
849777 (option 2) and we can confirm.

Q5 - How long does it take to process applications?

Our team process applications received in date order. You can view the date we are
working on via our website.

Once our team have processed your application request, we will email you to confirm
the next steps and provide you with a reference number.

We have a service level agreement with Disclosure Scotland to process your
application requests within 9 working days.

Q6 — How do we as an organisation check the progress of applications
submitted to VSDS?

In the first instance, please contact your applicant and ensure that they have
completed the email link to create their Scots account with Disclosure Scotland. This
link must be completed within 14 calendar days.

If the applicant has completed the link and created the Scots account, ask the
applicant if they have received any communication directly from Disclosure Scotland
requesting further information (e.g. confirmation of address). The applicant must
reply to any communication directly from Disclosure Scotland to allow their
application to progress and be completed.

Once the above has been checked with the applicant, you can call our helpline on
01786 849777 (option 2) or email disclosures@volunteerscotland.org.uk.

We have created a sample disclosure tracking form to help organisations track
the progress at each stage. We recommend you download and update.

Q7 - Why does the applicant not have their email link from Disclosure
Scotland?

Once we have processed the organisation’s online PVG application request form,
the applicant will receive a link from Disclosure Scotland to the email address
entered on the request form. The organisation will also receive a confirmation email
from our team to confirm that the application request has been submitted to
Disclosure Scotland and details of the next steps.


https://www.volunteerscotland.net/disclosure-services/vsds-training-learning/disclosure-levels-learning-byte
https://www.volunteerscotland.net/disclosure-services
https://www.volunteerscotland.net/disclosure-services/guidance-and-resources#Application-Resources

If the applicant has not received the link from Disclosure Scotland, firstly check the
email address entered on the application request form. If the email address was
entered correctly, ask the applicant to check their spam/junk folders for the email link
from Disclosure Scotland.

If the email address was entered incorrectly on the application request form, the
email link will not have been able to be sent to the applicant. You must complete a
new application request via our website and select ‘amended link’ as the request

type.

Q8 — The applicant is having issues creating their Scots account. What do they
do?

The applicant should contact Disclosure Scotland directly on 0300 0200 040 or email
response@disclosurescotland.gov.scot and they will help resolve the issue.

Q9 - What does the organisation do if the applicant has not shared their
disclosure results within 14 calendar days?

It is the applicant’s responsibility to give consent to share their result with you. If the
applicant does not share their results within 14 calendar days, you must start the
online application process again.

Please note that your organisation must always view their copy of the disclosure
result before the applicant starts a regulated role.

We have created a sample disclosure tracking form to help organisations track
the progress at each stage. We recommend you download and update.

Q10 — | am a Lead Signatory. How do | request my own online PVG
application?

If you are the only signatory in your organisation, your application must be requested
by a member of your organisations board/committee. They will then receive your
online results. This can be requested on our website. Please ensure the guidance is
read in full for completion to save delays.

If you have an additional signatory in your organisation, they can request this via the
normal PVG online application request.

Q11 - Can an applicant under the age of 16 access an online PVG application?

A child who is 15 years and 8 months old (or above the minimum school leaving age
in Scotland) and is carrying out activities that amount to a regulated role may apply
for PVG scheme membership before their 16th birthday, provided they will continue
in that regulated role after turning 16.

In these circumstances the offline application form must be downloaded and
returned to our team at VSDS disclosures@volunteerscotland.org.uk. Further
guidance is detailed below in section 3 of this document.


https://www.volunteerscotland.net/disclosure-services/application-processes
https://www.volunteerscotland.net/disclosure-services/guidance-and-resources
https://www.volunteerscotland.net/disclosure-services/application-processes/online-pvg-application-request-for-lead-signatory-in-a-regulated-role
https://www.volunteerscotland.net/disclosure-services/application-processes/online-pvg-application-request-form

A covering note must be included confirming that:

. the applicant is aged 15 years and 8 months or older;

. they are currently undertaking a regulated role; and

. they will continue in that regulated role after their 16th birthday

Please note: Applications for individuals under 16 cannot be submitted through our
online PVG application request system before their 16th birthday.

Disclosure Scotland have published full guidance relating to under 16-year-olds
which can be found here.

Section 3: Offline PVG Applications.

Offline applications can be requested when the applicant or organisation cannot
complete the online application process, examples include:

* The applicant or organisation does not have access to a device to complete
the online application.

« The applicant or organisation does not have an email address and cannot
create an online account with Disclosure Scotland.

* The applicant is under the age of 16 and is carrying out a regulated role and
requires a PVG disclosure (please see section 2, Q11 above).

In these circumstances the offline application form must be downloaded and
returned to our team at VSDS disclosures@volunteerscotland.org.uk.

When completing the application, your organisation must complete part 1, 2 and 3 in
full. Please enter "Offline PVG Application X number" in the email subject line and
include your enrolled body code and signatory code in the body of the email.

Please note that for your organisation to view disclosure results online, Disclosure
Scotland require you to enter your signatory/organisation email address on the
application. If you do not have an email address, please contact our team on 01786
849 777 or email disclosures@volunteerscotland.org.uk to discuss alternative
solutions available.

You will also have the option to download the offline application, print and return
to our office. Please note that this option will take longer to process due to postal
delivery times.

Q1 - What happens when VSDS receive our offline application?
Our team will check the information detailed within the application and submit to

Disclosure Scotland. Once the application has been fully processed by Disclosure
Scotland, the applicant will receive their disclosure results in the post. Disclosure


https://www.mygov.scot/pvg-scheme-regulated-roles-guidance

Scotland will then contact the applicant on day 5 and day 12 of receipt to confirm that
the applicant consents to their disclosure results being shared with your
organisation. Once the applicant has provided this consent, Disclosure Scotland will
email you as a signatory and provide an online link to view the disclosure results.

You must view the results within 14 calendar days, if the 14 days has passed then
you will be required to complete a new application.

If the applicant does not consent to you sharing the results within 14 calendar days,
a new application must be completed.

Q2 - The applicant has not contacted Disclosure Scotland within 14 days to
consent to our organisation receiving their disclosure results. Can we view the
applicant's paper copy of their disclosure results?

No — Your organisation must always view their copy of the disclosure results before
the applicant starts a regulated role. If you have not viewed the organisations copy
and 14 calendar days have passed, you must start the offline application process
again. If the 14 calendar days have not passed, the applicant can contact Disclosure
Scotland to consent to the disclosure results being shared with you.



Volunteer

Scotland

Volunteer Scotland
Jubilee House, Forthside Way, Stirling FK8 1QZ
T: 01786 479593 E: disclosures@volunteerscotland.org.uk
W: volunteerscotland.net

f @ in



https://www.volunteerscotland.net/
mailto:disclosures@volunteerscotland.org.uk
https://www.volunteerscotland.net/
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.facebook.com%2Fvolscotland%2F&data=05%7C02%7C%7C64ddd2b69dda45ef4f8b08dc7664fc8a%7Ce4a8a5a19e1843d69ab390ec054653e2%7C1%7C0%7C638515423348974111%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=v%2BF9S9tAGyBrSpeZsIby%2FyJ%2F2mPU6lpZXRNHFeM2FIw%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.instagram.com%2Fvolunteerscotland%2F%3Fhl%3Den&data=05%7C02%7C%7C64ddd2b69dda45ef4f8b08dc7664fc8a%7Ce4a8a5a19e1843d69ab390ec054653e2%7C1%7C0%7C638515423348985083%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=P0ACE3kcYYOz4HJyEHOJXmv2%2BC0cxqsK6mAU1qRuz24%3D&reserved=0
https://www.linkedin.com/company/volunteerscotland/posts/?feedView=all

