
 

 
PVG Scheme Membership 

Guidance for ID Checkers for Applicants within 
Voluntary Organisation 

 

horsescotland as an intermediary body is enrolled with Volunteer Scotland Disclosure Services and is 

able to access the PVG Scheme on behalf of our Member Bodies and their Member Clubs who 

are not for profit voluntary sector organisations. 

ID Checker Responsibilities 

As a dedicated ID Checker it is your responsibility to check the applicant meets the required criteria 

for applying to the PVG Scheme for Membership through Volunteer Scotland Disclosure Services. 

Further guidance on this is available within the ‘Regulated Work’ section of these guidelines. 

You then need to ensure the applicant completes the correct form. Further guidance on this is 

available within the ‘What Form to Complete’ section of these guidelines. 

Please ensure that the applicant has provided the correct fee and payment method, where 

appropriate.  Further guidance on this is available within the ‘Costs’ section of these guidelines. 

As the ID Checker you should review their form, checking for any obvious errors and then you should 

complete Part E.  

This guidance is intended as a quick guide; more detailed guidance notes are available at 

http://www.volunteerscotland.net/disclosure-services/resources/.  

1. Always use black or blue ink when completing forms. 

2. The fields highlighted in yellow are mandatory.  

‘Application to Join PVG Scheme’ Form 

E1 – If this is a retrospective check, please cross ‘Yes’ or cross ‘No’ for new staff or volunteers. 

Applicants who were in their post before PVG (28 February 2011) are considered retrospective. 

E2 - This will generally be “No”.  

E3 - Please enter your Organisation / Club name as registered on your ‘Secondary Organisation 

Contract’. 

E5 and E6 - See note below about Job Roles 

E7 to E9 - Please cross the documents you are checking to confirm the identity of the applicant. If you 

are checking documents other than those specified, you should cross ‘Other’ and detail the 

documents in E8 and E9. 

DO NOT COMPLETE ANY OTHER PARTS OF THE FORM. 

‘Existing PVG Scheme Member Application’ Form 

E1 - This will generally be “No”. 

E2 - Please enter your Organisation / Club name as registered on your ‘Secondary Organisation 

Contract’. 

http://www.volunteerscotland.net/disclosure-services/resources/


E4 - See note below about Job Roles 

E6 to E8 - Please double check the documents you are checking to confirm the identity of the 

applicant. If you are checking documents other than those specified, you should cross ‘Other’ and 

detail the documents in E8 and E9. 

DO NOT COMPLETE ANY OTHER PARTS OF THE FORM. 

Job Roles 

In order for a particular post to be accepted for PVG Scheme Membership it must be accepted as 

being relevant by Volunteer Scotland Disclosure Services. The following roles have had descriptions 

submitted and are approved by VSDS; please record the wording appropriate for the applicant’s 

position: 

• British Horse Driving Trials Association (BHDTA) Session Coach 

• Club Welfare Officer – Provide Advice & Guidance to Children 

• First Aider 

• Pony Club Instructor 

• Pony Club Parent Helper/Supervisor 

• RDA Session Assistant – Assistance to Children & PA 

• Riding Coach/ Coach working with Children 

• Session Assistant to Child and PA 

• Session Coach/ Instructor 

If you need any further roles please contact pvg@horsescotland.org to discuss this further. 

Completing the ID Check 

When checking documentation it is important to ensure that the various numbers listed on the 

application form correspond with those on the documents provided. These are essential for 

Disclosure Scotland to be able to complete their checks. 

It is your responsibility to ensure the person completing the application form is who they say they are 

by checking their identification. The minimum identification you must check is either 

• one document with a photograph and one document with their current home address (please 

note that this must be 2 separate documents) 

or 

• 3 documents, 2 of which must have their current home address. 

Documents confirming their home address should be issued within the last 3 months. If you do not 

check sufficient identification, the application may be returned to you. Listed below are examples of 

documents you can use to check your applicants identification. The list is not exhaustive and there will 

be many other documents which you can use. 

Photographic Identification 

• Passport  

• Photographic Driving Licence 

• National Entitlement Card  

• Photographic Membership Card 

• Employee ID Card  

• Certified Photograph* 

• Young Scot Card  

• Student Card 

 

mailto:pvg@horsescotland.org


Address Confirmation 

• Utility Bill  

• UK Driving Licence (photo card only) 

• Bank Statement  

• Credit/Store Card Statements 

• School Letter  

• Council Letter 

• Benefit Agency Letter  

• Financial Statements 

If the applicant has recently changed their name and their identification has not yet been changed to 

their new name, you should check further documents to confirm the name on their identification and 

their new name. For example, an applicant has recently married but all identification is in their maiden 

name, you can check the applicant’s marriage certificate as supplementary evidence. 

*A certified photograph should be signed and dated by a responsible person (e.g. minister, teacher, 

line manager) who has known the applicant for a reasonable period of time. The photograph should 

be accompanied by the statement “I certify that this is a true likeness of [name of applicant] residing at 

[enter applicants address] and has been known by me for [enter duration of time]. 

Completing the Cover Sheet 

All applications must be sent to Fiona with a completed Cover Sheet.  This Cover Sheet should be 

completed and sent to Fiona only by the ID Checker. 

• All Disclosure Forms submitted should be listed on the sheet. 

• Complete the “Role Applied For” column using the job roles listed above. 

• In the column marked “Application Ref No” please enter the bar code from the PVG 

Application form. 

• Tick relevant identification documents seen and list any others. 

• Please tick the relevant box for Child or Adult regulated work or both if necessary.  

• Ensure you sign and date the Cover Sheet before submission. 

 

Blank cover sheets can be downloaded from our website. 

Regulated Work 

The PVG Scheme applies to those that are currently / anticipating undertaking regulated work with 

children aged Under 18s and protected adults. There are five steps to assessing whether an 

individual is doing regulated work with children aged Under 18 / protected adults: 

1. Is it work? – Will the individual be carrying out either paid or unpaid work? 

2. Who are they working with? – Will the individual be working with children aged Under 18 

years or protected adults? 

3. What do they do? – Will the individual be carrying out a particular activity, working in an 

establishment, holding a particular position or supervising/ managing those in regulated work? 

4. Is it their normal duties? – Is it the individual’s normal duties to carry out regulated work 

with children aged Under 18 years or protected adults? 

5. Are there any exceptions which apply? – If delivering activities to children aged Under 18 

years or protected adults is this incidental to the individual’s normal duties? 

What Form to Complete 

If the applicant is new to / has previously left the PVG Scheme they should have completed the 

‘Application to Join PVG Scheme’ form. 

If the applicant is an existing member of the PVG Scheme and requires a Scheme Record Update 

then they should have completed the ‘Existing PVG Scheme Member Application’ form. This is the 



form to complete even if the applicant has joined for a different scheme, e.g. you require them to work 

with children and they are already a member of the adult scheme.” 

If the applicant is unsure whether they are still a member of the PVG Scheme they can contact 

Disclosure Scotland on 0870 609 6006 to check their status. 

Costs 

The Scottish Government pay for volunteers undertaking regulated work in a qualifying voluntary 

organisation to join the PVG Scheme / complete a PVG Scheme Record Update, meaning the only 

cost involved is an administration fee to horsescotland.  

For those that are undertaking paid regulated work and joining the PVG Scheme for the first time, 

or returning having previously left, the cost is £59 plus the horsescotland administration fee.  

For those that are undertaking paid regulated work and require a PVG Scheme Update, this costs 

£18 plus the horsescotland administration fee. 

To submit payment for membership of the PVG Scheme (either £59 or £18) the applicant should 

complete sections D3 – D9 within the relevant application form.  See Part D within ‘How to Complete 

your Form’ for more information. 

The horsescotland administration fees are £2 for existing PVG Scheme Members and £3 for new / 

returning individuals to the PVG Scheme.  The administration fee should be made by cheque or 

postal order, payable to horsescotland and submitted with the applicants completed form. 

Completed Forms 

All completed forms and cover sheets should be returned to Fiona Rawson once ID has been 

checked. These forms, along with any administration fees should be sent directly to Fiona by the 

Child Protection Officer who completed the ID Check. These should be posted to Fiona at: 

Fiona Rawson, Education & Development Officer, horsescotland, PO Box 8523, 

Prestwick KA9 9AX 

Once Form is submitted 

Once your form has been sent to Fiona she will do a final check.  If there are any gaps in completion 

at this stage Fiona will contact the applicant directly. If the applicant has not completed section B19 – 

22 on the ‘Application to Join the PVG Scheme’ form or if there are gaps in the ‘Existing PVG Scheme 

Member Application’ form then Fiona will contact you as the ID Checker directly.  

When the form is fully complete, it will be submitted for processing.  Once the applicants form is 

processed the applicant and Fiona will both receive copies of their PVG Scheme Record or PVG 

Scheme Record Update. This and any future information received will be shared with you. After the 

initial PVG Scheme Record or Record Update has been received by Fiona and you, any updates will 

be sent directly to you.  If anything is received at this stage you should share this information with 

Fiona. 

Once the applicant is a member of the PVG Scheme they have certain responsibilities that include 

updating Disclosure Scotland if they change their name or gender or even leave the role / 

organisation they have a PVG Scheme Membership for.  For a full list of these responsibilities 

please see: http://www.volunteerscotland.net/media/256703/guidance_-

_pvg_scheme_member_responsibilities.pdf   

Signature: Date: 

 

By signing this document as an ID Checker you agree to undertake this role as outlined above. 

http://www.volunteerscotland.net/media/256703/guidance_-_pvg_scheme_member_responsibilities.pdf
http://www.volunteerscotland.net/media/256703/guidance_-_pvg_scheme_member_responsibilities.pdf

