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o Adults> 
o Add to Membership and add role, Once individual logs in and updates own details>Request PVG via 

Membership system 
o 16/17-Year-olds> 

o Submit online form to request to add to Membership, Once individual logs in and updates own 
details> Request PVG via membership system 

o 15 yrs & 8 mth > 
o Submit online form to request to add to Membership, Once individual logs in and updates own 

details>Request PVG via paper based system 
 

Please ensure to make your new helpers aware of the Yellow Card and Purple Card and Young people aware of the 
Orange Card as volunteers to safeguard.  It is good pracƟse if they are to stay overnight to do the Safety and 
Safeguarding training found in My Learning. 
  
What do we need to do? 
IdenƟfy the people that need a PVG to support your group: 

o Adult volunteers (Trustees, parent rotas, helpers) 
o Young Leaders and Helpers aged 16–17 
o Adults and young people aged 16+ visiƟng Scotland from elsewhere and volunteering in a regulated role at 

the invitaƟon of Scouts in Scotland 
  
Contact them to advise why they need a PVG: 
It is now a legal requirement for all individuals volunteering in a regulated role to be a member of the PVG 
scheme and have a PVG disclosure that has been viewed and cleared for a regulated role by the UKHQ Safeguarding 
Team. PVG - View the changes here 
  
Once a person has a Scouts’ PVG disclosure, they are a PVG scheme member and Disclosure Scotland keep the UKHQ 
Safeguarding Team updated with any new informaƟon that may need risk assessing. 
  
You can contact them by Email, WhatsApp, in Person or by telephone - you know your parents, young leaders and 
trustees and have the advantage of that pre-exisƟng relaƟonship to get this informaƟon to ask for volunteers to be 
PVG'd to stay on the parent rota to keep the secƟon running.   
Others are planning on asking parents who are on the rota this term to bring their ID with them so they can add 
them to the membership system and PVG at the end of the session they are supporƟng.  I know it is going to be tricky 
and that there are some parents who will refuse or not be able to get a PVG which is going to be frustraƟng. 
  
Set up a Ɵme to get your helpers onto the system 
SuggesƟons are: 

 a drop in session during cubs/beavers or a Saturday morning at your hall? 
 Can even do them online 

Others are planning on asking parents who are on the rota this term to bring their ID with them so they can add 
them to the membership system and PVG at the end of the session they are supporƟng.  I know it is going to be tricky 
and that there are some parents who will refuse or not be able to get a PVG which is going to be frustraƟng 
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ADD A NEW ADULT: 

To add a new adult directly onto the membership system you will need their: 
o first name 
o surname 
o date of birth  
o post code  
o email address  

  
Once you have this informaƟon, add them to the membership system - Start by signing in to scouts.org.uk. 
  

 
  
On your welcome page:  
Select Add Volunteer, 
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Then jump to point 6 OR: 
 On your welcome page:  

1. Click ‘My membership’.  
On the leŌ-hand side menu (if you’re using a phone, click the menu buƩon on the top right): 

2. Click 'Teams'. 
3. Click 'My units'. 

On the 'My units' page: 
4. Click 'Select' under 'AcƟons'. 
5. Click 'Add member' from the dropdown menu. 

  

 
  

On the 'Add member' page: 
6. Type the member's 'First name', 'Surname', 'Date of birth', 'Postcode' and Email' into the boxes. 
If the member was part of Scouts in the past and you know their membership number, switch the 
toggle buƩon 'Scouts member' to 'Yes', and type their membership number into the box. 
7. Click 'Search'. 
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If there aren’t matches, or if the opƟons don’t match the member: 

8. Click 'Add new member'. 
9. Type 'Country of residence' into the box. 

If the country of residence isn't the UK, select 'Yes' or 'No' to confirm if the member was a resident in 
the UK at any Ɵme since their 10th birthday.  

10. Tick the acknowledgement box. 
11. Click 'Add member and assign role'. 

  
On the 'Assign new role' page: 

12. Type the 'County', 'District', 'Group' and miss out 'SecƟon' for Helpers into the boxes. 
13. Select a 'Team' (Helper/Trustee) and 'Role' (non member needs disclosure)  from the dropdown menus. 
14. Type a 'Start date' into the box. 

If you're adding a member who's under 18 the start date should be before their 18th birthday to 
allow you to request their disclosure. 

15. Click 'Assign role'. 
  
If there is a match for your search that corresponds with the member: 

8. Select the member from the list.  
9. Click 'Assign role'. 
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On the 'Assign new role' page: 

10. Type the 'County', 'District', 'Group' and miss out 'SecƟon' for Helpers into the boxes. 
11. Select a 'Team' (Helper/Trustee) and 'Role' (non member needs disclosure) from the dropdown menus. 
12. Type a 'Start date' into the box. 
13. Click 'Assign role'. 

  

 
  
Once added to the system, the new applicant will receive an email asking them to login and finish entering their 
personal and applicaƟon informaƟon. The email will also include their login details. 
 
Get the new Helper/Trustee to log in and add their personal details – this must happen before a PVG can be 
requested! 
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Then we view their ID and request a PVG 

 
What do we need to see? 

 id-checkers-guidance-for-applicants-aged-18plusjanuary-2026.docx 
What does the volunteer need to know, the list of acceptable ID is in the following and further down the page:  

 pvg-applicants-guidance-for-volunteers-aged-18plus-january-2026.docx 
 
We need the following at the meeƟng: 
Three original documents in applicants name from the lists below, at least one of which must be photographic.  
These should confirm name, date of birth and current home address.  Forename, All Middle names, and Surname, 
Date of Birth, and the address must be correct and match the ID and the system, please also ensure we have the 
correct email address. Any incorrect informaƟon has to be fixed before the PVG is submiƩed. 
  
We need the PVG ID number from any exisƟng PVG members, if they do not have access to the number they need 
to Contact Disclosure Scotland and give it to the person who checked the ID. 
  
- We can only accept valid, current, and original documentaƟon – not photocopies or documentaƟon printed from 
the internet e.g. internet bank statements 
- You will need to declare all previous name changes and provide documentary proof to support this change of name. 
If you are unable to provide this proof, please discuss with your ID Checker. 
  
References are not required for Helper 
  

Photographic Documents   
Current passport  Biometric Residence Permit (UK) 

 Current driving licence photocard  NaƟonal EnƟtlement Card / Young Scot Card 
 NaƟonal IdenƟty card   

Documents which confirm Date of Birth 
 Current passport  Birth cerƟficate  

Biometric Residence Permit (UK) 
 

AdopƟon cerƟficate  

Firearm licence or cerƟficate (UK) 

 
NaƟonal IdenƟty card from a country outside of European Economic 
Area (EEA)  

Marriage / Civil Partnership CerƟficate  
 

Current driving licence photocard, full or provisional   
HM Forces ID card (UK) 

 
NHS card 

 NaƟonal EnƟtlement Card / Young Scot Card   
Documents which confirm Address 

You cannot use the same document for both Date of Birth and Address.  
Mortgage Statement – within last 12 months 

 
Payslip or P60 statement - within last 12 months  

UK TV licence- within last 12 months 
 

Council tax bill or leƩer - within last 12 months  
Credit card statement - within last 3 months 

 
University, college or school leƩer – within last 12 months  

Bank or Building society statement - within last 3 
months 

 

UƟlity bill (not mobile phone)- within last 3 months  

 Driving licence photocard (full or provisional)  Tenancy agreement (typed not handwriƩen)- within last 12 months 
 UK Hospital or Doctor’s leƩer- within last 12 

months 
 

Insurance policy document or leƩer- within the last 12 months 

 UK firearm or shotgun cerƟficate- within last 12 
months 

 
UK Solicitor’s leƩer on headed paper- within last 12 months 

 
Central or local government, government agency, or local council document for example from the Department for Work and 
Pensions, the Employment Service, HMRC, Home Office, UK Electoral Register Office leƩer or UK polling card – within the last 
12 months 
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Once the ID has been viewed, Request a disclosure in Scotland on the Membership system 

 Note: You can request a disclosure only aŌer the volunteer signs in to scouts.org.uk and provides their personal 
details. 

Start by signing in to scouts.org.uk.  
On your welcome page:  

1. Click ‘My membership’. 
On the top right (if you’re using a phone, click the menu buƩon on the top right):  

2. Click ‘Search member’.  
On the ‘Member search’ page:  

3. Type the member’s name into the text box and click ‘Search’. 
4. Click the member’s name on the list.   

On the leŌ-hand side menu, under the member’s name (if you’re using a phone, click the 
menu buƩon on the top right, then click the member’s name):  

5. Click ‘Disclosures’.   
6. Click ‘Request disclosure’ under the column ‘AcƟon’ (you might need to scroll along using the bar 
at the boƩom of the list).  

  

 
  

On the member’s disclosure page:  
7. Check the member's details match their ID.  

If you need to correct the member’s details: 
On the leŌ-hand side menu (if you’re using a phone, click the menu buƩon on the top right) click the 
member’s name. Click ‘Edit’ where you need to make any changes, click ‘Save changes’ and then return to 
step 4.   

8. Select ‘ExisƟng’ or ‘New’ PVG member. 
If the member is an exisƟng PVG member, type their PVG number into the text box. 

9. Select ‘Photographic ID documents provided’ from the list. 
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10. Select ‘Other documents’ from the list. 
11. Tick the ‘DeclaraƟon’ box. 
12. Click ‘Submit’. 

  
What happens next:  
Scouts HQ Safeguarding Team receives this informaƟon and the applicant receives an email from Disclosure Scotland 
requesƟng them to complete their PVG applicaƟon, and select the link to sign in to or create a ScotAccount.  This 
must be done in 14 days. 
  
The PVG will take between 7 – 31 days to process and return.  
  
When it is returned the Volunteer MUST share it with the Scouts within 14 days if they do not wish to appeal the 
result. This enables the PVG to be recorded on the Scouts system.  
  
The Safeguarding Team will need to see the PVG cerƟficate, regardless of whether it has any convicƟon informaƟon 
on it or not, unless you have requested that Disclosure Scotland review the informaƟon. If you they do not click 
‘Share’, HQ will not be able to see the cerƟficate and won’t be able to complete the veƫng process so membership 
will then be declined.  
  
AŌer that, if they wish to conƟnue in ScouƟng, they would need to start the process again and submit a new PVG 
applicaƟon. 
  
For further guidance, the Disclosure Scotland Code of PracƟce can be accessed via the MyScot website - Disclosure 
Scotland Code of PracƟce - mygov.scot 
  

Step-by-step: How to view a team member’s disclosure status 

  
Start by signing in to scouts.org.uk. 
On your welcome page:  

1. Click ‘My membership’.  
On the top right (if you’re using a phone, click the menu buƩon on the top right): 

2. Click ‘Search member’. 
On the ‘Member search’ page:  

3. Type the member’s name into the text box and click ‘Search’. 
4. Click the member’s name on the list.  

On the leŌ-hand side menu, under the member’s name (if you’re using a phone, click the 
menu buƩon on the top right, then click the member’s name): 

5. Click ‘Disclosures’. 
  
From < hƩps://www.scouts.org.uk/volunteers/volunteer-experience/digital-tool-
guides/disclosures/#RequestADisclosureInScotland> 
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YOUNG PEOPLE 16 & 17 Years 

All young people aged 16-17 who are carrying out a regulated role in Scotland must be fully compliant with these 
changes by 1 April 2026. 
 
Any young person aged 16-17 who is carrying out a regulated role in Scotland must be clear to volunteer – this 
means they’ll have the ‘Disclosure Issued’ status showing against a Disclosure Scotland check on My Membership.  
  
This includes Young Leaders, Young Helpers (such as young people who are not Explorer Scouts volunteering with 
Scouts as part of their Duke of Edinburgh Award) and any Explorer Scouts that carry out a regulated role.  
  
When the young person is added to My Membership, and a PVG is required, the young person will have 60 days 
to submit their applicaƟon to join the PVG Scheme, and will need to be supported by an adult volunteer to do this.  
  
From 1 April 2026, any young people aged 16-17 who are not clear to volunteer mustn’t carry out a regulated role in 
Scotland unƟl they have the ‘Disclosure Issued’ status showing against a Disclosure Scotland check on My 
Membership 
 

Step 1 – Request that a young person is added to My Membership  

An adult volunteer with permission to add members to My Membership can request that a young person is 
added to My Membership by on online form, which must be completed online:  
hƩps://www.cognitoforms.com/TheScoutAssociaƟon/AddAYoungPerson 
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The form collects basic details for the young person and allows you to select the role(s) they need to be 
given. The young person must give permission for this informaƟon to be collected. The roles available to young 
people are:  
  

 Explorer Scout: Should only be added for an Explorer Scout who holds a Young Leader role so their 
membership is recorded accurately. 

 Young Leader: For any Young Leader aged 16-17 who is carrying out a regulated role in Scotland. 
 Young Helper: For any young person aged 16-17 who is carrying out regulated role but is not a member of 

Scouts, such as a Duke of Edinburgh parƟcipant. 
Up to two roles can be selected. 
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Examples of how to select the correct roles for a young person 
  
Example 1 

Yasmin Fadel – 17 year old Young Leader for Cubs at 2nd Somewhere Cub Pack, should be given the Young 
Leader role in 2nd Somewhere Cub Pack and an Explorer Scout role at 1st Anywhere Explorer Unit so that all 
roles are recorded. 

Example 2 
Fiona Murray – 17 year old Duke of Edinburgh parƟcipant who helps at 2nd Somewhere Beaver Colony, 
should be given the Young Helper role at 2nd Somewhere Beaver Colony.  

  
If a young person holds a role in more than two locaƟons, or needs to be added to their Young Leader Unit, these 
addiƟonal roles can be added locally from our next digital release in late February/early March. 
  
The form also provides an opƟonal field for a parent or guardian’s email address to be added to the system. Adding 
this will copy the parent or guardian email address into emails sent to the young person about their criminal record 
check. Permission must be given by the young person for this to be added (which’ll be recorded on the form). They 
can remove this permission and the parent or guardian’s email address at any Ɵme by contacƟng the Support 
Centre.  
  
This is currently an interim process, and we’ll make changes to allow 16-17 year olds to be added to My Membership 
locally during 2026.  
  
Step 2 – Role added to My Membership  

Once the form is submiƩed, it’ll be sent to Scouts’ Support Centre at UKHQ. The young person’s role will be 
added as soon as possible, and we’ll aim to do this within five working days. We'll email the volunteer who 
requested for them to be added once this is complete. 

  
Once a role is added on My Membership, the young person will receive an email with guidance for 
compleƟng their PVG, supported by an adult volunteer. We’ll also let them know they have 60 days to 
complete this.  

  
The young person’s default team leader will also receive a noƟficaƟon that their role has been added. 

  
Step 3 – CompleƟng personal details 

The young person will need to login and complete their personal details on My Membership to allow for their 
disclosure to be requested.  

 
Once the individual has been added to the membership system on scouts.org.uk: 

  
Step 4 - CompleƟng their PVG - 16+ 
The PVG process for anyone aged 16+ is the same as the usual adult process. There are some variaƟons in the 
guidance for those under 18 as they will hold different roles and ID documents. 
  
The young person should now follow the pvg-applicants-guidance-for-volunteers-aged-16-17-january-2026.docx 
which gives full informaƟon  
 
Check the ID Documents:   
The ID Checker will need to meet face-to-face with the applicant to review their ID documents, if this is not possible 
then an online meeƟng can be used. 
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Note: Where the applicant is under 18 the young person and ID checker must not be in a one-to-one situaƟon at any 
point, so another volunteer, or a parent or guardian should also be in aƩendance, although it will be the applicant’s 
choice whether they wish to bring their parents to this meeƟng.  
  
The applicant will need to show three original documents, with at least one of these documents being 
photographic.   
The following informaƟon is needed across the three documents:  

 Full name (including any middle names) 
 Date of birth 
 Current residenƟal address 

  
From <hƩps://www.scouts.org.uk/volunteers/staying-safe-and-safeguarding/criminal-record-checks/scotland/>  
  

 
 
Once the ID has been viewed, Request a disclosure in Scotland on the Membership system, follow the same process 
as adults on Page 7. 
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Under 16 PVG applicaƟons 

Young Leaders/Helpers who are younger than 16 do not need a PVG disclosure, however they can start the process at 
15 years and 8 months so their result is returned by their 16th birthday. 
 
Step 1 – Add the 15 year and 8 Mth old to the Membership system: 

Add the young person to the Membership system in the same way as 16 & 17 years olds, same instrucƟon as 
Page 7 

 
Once the young persons membership profile has been completed, they will need to login and complete their 
personal details on My Membership to allow for their disclosure to be requested.  

 
Step 2 – Request a PVG  

Those under 16 cannot use the online Scotland PVG applicaƟon process and must follow the paper PVG 
process. You can download the paper PVG form here.  Please complete this online as you will need to save it 
and upload it to the membership system when it is complete.   
 
Please support the young person to complete this document as it is quite long: 
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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 oƯ. 
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Paper PVG Process 
ID Checkers must 
·        Check the paper PVG applicaƟon form is correct to prevent any delays in submission. 
·        Upload clear, colour Scans/photograph copies of the front and back of their ID documents onto the last 
page of the PVG applicaƟon form The ID Documents should be pasted into the boƩom of the paper PVG 
Form document so it goes as 1 document to HQ 

  
·        Upload the document onto your own My Membership, by selecƟng from the leŌ side menu: 

o HQ Services > Support Centre Requests > Create Request 
o Select ‘paper based criminal record check’ as the type.  
o Add in the applicant’s name and membership number,  
o Upload the paper PVG applicaƟon form which contains copies of their ID and then submit the 

request. 
  

 
  
The applicaƟon 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 correcƟons before 
sending off. 
  
Once submiƩed to Disclosure Scotland the status will be updated to ‘Forwarded to Authority’ and be awaiƟng the 
check by Disclosure Scotland who will then send the result to the applicant. 
 
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 AssociaƟon HQ whether they have convicƟons/cauƟons or not. The disclosure will then go to 
the HQ Safeguarding Team to finalise the process. 

o For online applicaƟons there will be a sharing link provided when they get their outcome which the 
applicant can follow 
o For paper applicaƟons the applicant will receive an email with their criminal record check outcome 
and must reach out to Disclosure Scotland to share this, the instrucƟons 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 Ɵmeframe, they would need to start the applicaƟon 
process again. 
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- If their PVG disclosure contains some adverse (negaƟve) criminal informaƟon, 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 
ScouƟng, the HQ Safeguarding Team will talk to the applicant about whether it affects that role. 
- If they disagree with the informaƟon on their cerƟficate, they should ask Disclosure Scotland 
for a review.  
- If they do forget to ‘Share’ their outcome with The Scout AssociaƟon or have any other queries, 
they can contact the Disclosures staff in the HQ Safeguarding Team via Disclosures@scouts.org.uk 

 
You can check the status by reviewing the Disclosure status on My Membership, on page 8. 
 
  
  
 


