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Guidance Notes for Completing a Disclosure Scotland Application

Please read these notes in conjunction with the ‘Disclosure Application Guidance Notes for Applicants’ issued by the Central Registered Body in Scotland.  These notes are available online at www.crbs.org.uk , (go to the Registered Organisations Section, then Disclosure Application Form), 
or you can request them from CAS.

Disclosure Application Form

· The applicant must complete Part A, Part B, Part C and D1.  If the role is a paid one please also complete D3.
· From the 1st August 2009, the fee for a paid role is £23.  Cheques should be made payable to ‘Disclosure Scotland.’  Disclosure Scotland make no charge for volunteer applications.
· There are no sections on the application form for the verifier to complete.

SECTION E must not be completed by the applicant or verifier.  Please leave this completely blank.  This Section is completed by CAS and the CRBS.

Churches’ Agency for Safeguarding (CAS) Form

· A CAS form should be enclosed with your application form.  If you do not have one they can be downloaded from the CAS website, www.churchsafe.org.uk or you can request one from CAS.
· It is important that the Post/Position entered on the form indicates what the role will entail, for example Junior Church Teacher, Youth worker, Holiday Camp worker, Minister. This helps Chief Constables to determine what is relevant additional information that needs to be shared for this specific role. Volunteer or Student is not a sufficient description of why a Disclosure is needed.
· In the ‘Name of Organisation applicant will be working/volunteering for’ box please enter the name of a particular church or meeting, rather than just the denomination, as CRBS requires this information.  If the applicant will be working at several churches, please give the name of one of them. 
· Please ensure that the completed CAS form is signed and dated by the verifier.
Documentary Evidence Sheet

· The verifier (who must be someone appointed as such by each denomination) must check at least two documents.  The documentation seen must include an item of photographic evidence and an item which verifies the applicant’s current address.  The verifier must complete a Documentary Evidence sheet to show which documents they have checked. Please see the CRBS guidance notes for the full list of acceptable documents.
· If you are unsure who the appointed verifiers are for your church or meeting please contact CAS and we can advise you.  
Please send the completed Disclosure Application form, CAS form, Documentary Evidence sheet (and Payment if applicable) to;
The Churches’ Agency for Safeguarding, 25 Marylebone Road, LONDON, NW1 5JR

Should you have any queries please contact CAS on 0207 467 5206 or email cas@methodistchurch.org.uk
