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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: 

• 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: 

• Part 1 - to be completed by the CSG  

• 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.  
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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.  
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2. 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’. 
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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. 
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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.  
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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. 
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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.  
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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.  
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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.  
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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.  
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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.  
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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. 
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Selecting ‘Yes’ will present a field for you to enter your National Insurance number. 
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Passport 
 
This screen asks if you have a passport. 
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Selecting ‘Yes’ will present a field for you to enter your passport number. 
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Driving Licence 
 
This screen asks if you have a driving licence. 
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Selecting ‘Yes’ will present a field for you to enter your driving licence number. 
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Regulatory body details 
 
This screen asks if you’re a member of any of the regulatory bodies listed.  

.  
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Selecting one of the regulatory bodies will present a field for you to enter your 
regulatory body registration number.  
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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.  
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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.  
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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.  
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This screen is where you will enter you card details. 
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This screen asks you to confirm your payment. Select ‘Confirm payment’ to complete 
application and payment. 
 

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