PVG
Guidance for ID Verifiers
Important information: There are two different forms for PVG Scheme registration. The ‘Application to Join PVG Scheme’ should be completed by anyone who is
not already a member of the PVG Scheme. The ‘Existing PVG Scheme Member Application’ is for all volunteers who already have a PVG registration number with
Disclosure Scotland.
As an ID Verifier, you are responsible for checking that the applicant is who they claim to be. You are required to check three identity documents, which should confirm
the applicant’s name, date of birth and current address. At least one of these should be photographic. Documents used to confirm a home address must have been
issued within the last three months. If you do not meet these requirements, the application will be destroyed and a new form must be completed.
A complete list of accepted identity documents can be found on the ID Verifiers section of the Girlguiding website: http://www.girlguiding.org.uk/.
Further information about PVG, including ID Verifier FAQs, can be found on the Girlguiding Scotland website: https://www.girlguidingscotland.org.uk/leaders/
resources/recruitment-checks/

ID Verifier’s Checklist:


Has the applicant completed the correct form?



Has the applicant completed Parts A, B and C of the form?



Has the applicant attached additional information (if required)?
Any additional sheets should be labelled with the applicant’s name and the
application reference number (the number under the barcode, top right corner)



Have you checked three forms of identification and answered questions E1-E10
(Application to Join PVG) or questions E1-E9 (Existing PVG Scheme Member Application)?



Have you checked the form for mistakes?
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Application to Join PVG Scheme
This form is for anyone who is not already a PVG Scheme member.
Do not complete Parts A, B or C. These should be completed by the applicant.
It is important that you check the form carefully as incomplete forms and forms containing mistakes will be destroyed and the applicant will have to start a new
application. You are advised to familiarise yourself with the guidance for applicants before checking the form and it is recommended that you pay particular attention
when checking questions A1-3, B13, B29, B36-37 and B83-87.
Please check three forms of identification then complete questions E1-E9. You do not need to complete questions E10-17 or Parts D, F, G and H.
E1

Please answer ‘Yes’ if the applicant is an existing
volunteer with Girlguiding or ‘No’ if the applicant is
new to Girlguiding.

E2

Please answer ‘No’.

E3-4 Please write ‘Girlguiding’.
E5-6 Please write either ‘Girlguiding Volunteer Leader’
or ‘Girlguiding Volunteer Supporter’.

E7

Please put a cross beside the three pieces of ID that
you have checked; one of these should be
photographic.
If you check the applicant’s passport, driving licence,
national identity card and/or national entitlement
card, please ensure that the details of these
documents are provided correctly and in full in
sections B25-34. Eg If you check the applicant’s
passport, section B25 must be crossed ‘Yes’ and the
passport number and country of issue must be
provided in B26-27.

E8-10 If you check a form of identification that is not
listed, please provide details in E8-9.
You do not need to complete question E10.

Please do NOT sign the form at Part F.
Questions E11-17 and F1-2 can only be completed by a registered counter-signatory at
Girlguiding HQ.
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Existing PVG Scheme Member Application
This form is for any volunteers who already have a PVG Scheme registration number with Disclosure Scotland.
Do not complete Parts A, B or C. These should be completed by the applicant.
It is important that you check the form carefully as incomplete forms and forms containing mistakes will be destroyed and the applicant will have to start a new
application. You are advised to familiarise yourself with the guidance for applicants before checking the form and it is recommended that you pay particular attention
to question A1. Applicants who are already registered to work with children should cross ‘Scheme Record Update’. Applicants who are not currently registered to work
with children should cross ‘Scheme Record’.
Please check three forms of identification then complete questions E1-E8. You do not need to complete questions E9-16 or Parts D, F, G and H.

E1

Please answer ‘No’.

E2-3 Please write ‘Girlguiding’.

E4-5 Please write either ‘Girlguiding Volunteer Leader’ or
‘Girlguiding Volunteer Supporter’.

E6

Please put a cross beside the three pieces of ID that
you have checked; one of these should be
photographic.

E7-9 If you have checked a form of identification that is
not listed, please provide details in E7-8.
You do not need to complete question E9.

Please do NOT sign the form at Part F.
Questions E10-16 and F1-2 can only be completed by a registered counter-signatory at
Girlguiding HQ.
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Completing the PVG Form Coversheet
The PVG Form Coversheet should be completed for every batch of PVG
forms you send to CHQ, regardless of how many forms you are sending.

Please provide your name and membership number in the
spaces provided.

Please complete the table with the applicant’s name,
membership number (or Join Us reference number) and the
last six digits of their PVG form barcode (top right corner of
the form). Please be aware that the barcode number is different to the PVG registration number.
The addressed envelopes are designed to fit up to six forms,
therefore if you have three PVG forms to return, there
should be three names in the table. Forms for existing
scheme members and new applicants may be sent in the
same envelope.

Please read the statement and sign and date the form.

Do not write inside the bottom part of the form.
If you require more forms, please email vettingadmin@girlguiding.org.uk
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