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RCI; guidance to creating an entry

Instructions for making a submission to the Register of persons holding a
controlling interest in land (RCI)

Introduction

The Register of persons holding a controlling interest in land (RCI) is a publicly
searchable register that is managed on behalf of Scottish ministers by Registers
of Scotland. It came into being on 1 April 2022.

RCI shows who controls the decisions of owners or tenants (for more than 20
years) of land and property in Scotland, where this information may not be
publicly available elsewhere.

The searchable register can be found here: https://rci.ros.gov.uk/search-

entry/search

There are some conditions that would make a property ‘out of scope’. These
properties do not need to be registered.

As all guiding levels are unincorporated bodies, the vast majority to properties
within guiding in Scotland will need to be registered (whether owned or on long
term lease), including those jointly owned with other organisations, such as the
Scouts.

Due to the fact that guiding levels are unincorporated they cannot own property
in their own right. This means that individuals need to hold the property on behalf
of the organisation (these would be the property trustees). We know that due to
the passage of time, most guiding properties do not appear on the land register
and the Register of Sasines lists people who no longer have any legal connection
with the property (as owner or tenant). This is most likely due to people having
concluded their role within guiding or being deceased.

For RCI a recorded person is someone who:

o owns land in Scotland and has an associate with a controlling interest over
the land, or

« tenants land on a registered or recorded lease of more than 20 years in
Scotland and has an associate with a controlling interest over the land

In the case of guiding properties, the recorded persons should be the property
trustees, and in most cases, we would expect this to be the county commissioner,
county treasurer, and the relevant division or district commissioner. You should
check your county constitution for details of who the property trustees are
deemed to be. You can find out more about property management within guiding
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in Scotland here (including information about property trustees and
management committees).

There are three different parts to RCI. These are:

o theland

« the owners and tenants of land, known as the recorded person

» people that might have a controlling interest in land, known as associates
To make a submission

Firstly, you need to make sure that you have all of the information that you will
need to make the submission. You will need:

o the name, contact (home) address, and date of birth of the recorded
persons (most likely 3 as per below), and if relevant, their registered
number (if they are recorded on another property),

« the title number of the land (if it appears on the land register), or the full
address and postcode of the property,

» details of the capacity in which the recorded person owns or leases the
land. This would include, for example, where an individual owns the land in
their capacity as a trustee.

For guiding properties, we would expect that properties are held at county level
and as such that the registered persons would be:

- The county commissioner
- The county treasurer [ lead for finance and property
- Arelevant division / district commissioner

Once you have all of the information gathered, you can start to make the
registration. Please see the following pages for a step-by-step guide to support
you in doing this.


https://www.girlguidingscotland.org.uk/wp-content/uploads/2022/10/Property-How-to-May-2022.pdf
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To make a submission

Go to: https://rci.ros.gov.uk/ and click on ‘Create an entry:

> C O & rirosgovuk 2« 0@
B2 GOCRM @ Forms @b Girlguiding Scotland [l Girlguiding @ OSCR  [BJ Dropbox g ePay (@ Girlguiding UKe-le.. @ Doodie jdl Mentimeter @ GOReports [ Trello @b Intranet - Home @b Girlguiding Intranet

CA registers 3 Register of persons holding a controlled interest in land

f Scotl
VD Srscoran Home Guidance What's new

This is a new service - your feedback will help us to improve it.

o RCI - amendment to extend time period for compliance
Scottish Parliament have approved an extension to the RCI deadline

If you have questions about how this relates to making a submission to the register visit our RCI guidance

Register of persons holding a controlled interest in land
(RCI)
This is the official register of persons holding a controlled interest in land in Scotland.

You must read the guidance about the RCI register. You can also use the online support tool, to help you self-
determine if you need to register as a recorded person. Create an entry only when you know you need to register.

Create an entry Dashboard Search

Create and submit a new entry fora  View drafts and submissions. Copy Search and view published entries
piece of land owned or tenanted by information to create a new in the register

https//rci.ros.gov.uk/#

If you are making your first registration you will need to create an account. You
only need to create an account once, so if you will be the registered person or
associate on multiple properties, you only need to complete this step once. First
you will be asked what type of account you would like to create, for this choose,
‘public user’ and ‘create an account”:

v @ Microsoft Forms x | @ County commissioner 24-hour X | §B Search the register- Registeroc X | &b Finance, property and staff At X §8 Sign in or create an account x o+ - (=] X
< C @ % rcisosgovuk/select-login-type %* O & 00
B2 GOCRM  dfl Forms & Girlguiding Scotland Girguiding @ OSCR  [B] Dropbox  gp ePay € Doodle  jil Mentimeter @ GOReports [J Trello @b Intranet - Home @ Girlguiding Intranet. » [ All Bookmarks

830 Registers Register of persons holding a controlled interest in land

of Scotland
Home Guidance What's new

We need your feedback to help improve this service.

Back

Sign in or create an account

Business user Public user
This account is best for you if This account is best for you if
« you have or need a Registers of Scotland online « you are the recorded person
services account « you want to manage your entry
« you are a professional for example a solicitor or « you want to request a security declaration

accountant submitting on behalf of clients « you need to manage or create a recorded person

entry on behalf of someone else

Create account Create account

ﬂ L Type here to search (=} 3 - P Cloudy



https://rci.ros.gov.uk/
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You will then be asked to enter some personal and contact information.

€« C O @& rcirosgov.uk/create-account 2« 0@
BY GOCRM @ Forms &b Girlguiding Scotland [ Girlguiding @ OScR [ Dropbox e ePay (@ Girlguiding Uk efe.. 3 Doodie il Mentimeter @b GOReports [[J Trello @ Intranet - Home @b Girlguiding Intranet

GO registers Register of persons holding a controlled interest in land

U2 of Scotland

Home Guidance What's new

This is a new service - your fee: k will help us to improve it.

Back

Create account

Email address
Confirm email address

Create a password with

« at least 8 characters
« at least one uppercase letter and one number
« at least one special character, for example $, ?, !

| [ |

Once you have entered an email address and password, you will be sent a code
to verify your email address. You should enter this on the next screen:

« € O @ rdrosgovuk/confim-account-otp @« 0@
s [ ¢ w6 [ Welo @ intranet- Home @ Giiguiding Inranet

GO Rregisters Register of persons holding a controlled interest in land
02D of Scotland

B GOCRM @ Forms &b Gi iding @ OSCR B Dropbox g5 ePay (@ Girlguiding UK e-le.. ) Doodle

Home Guidance What's new

This is a new service - your feedback will help us to improve it

Back

Confirm your email

A confirmation code has been sent to
countycommissioner@girlguidingdunbartonshire.org.uk

If you use a browser to access your email, you may need to open a new
window or tab to see the code.

Confirmation code
For example 123456

[ |

» | have not received the confirmation code

Continue Send a new code
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Once you have done this go ahead and log in, this will take you to the following
page:

€« C O @& rcirosgovuk/a
B GOCRM @ Forms & Girlguiding S

terms-and-conditions o

o [ Giiguding @ OSCR [ Dropt il Mentimeter @ GORepors [ Trelo @ intranet - Home @ Girlguiding Intranet
G registers Register of persons holding a controlled inf¥PEETTHTaTEfe"euidinsdunbartonshire.orguk

o ePay @ Girguiding UK e-le.. &3 Doodle

of Scotland Logout
u’ Home Guidance What's new

This is a new service - your feedback will help us to improve it

Back

Conditions of Use of Service for access to the Register of
persons holding a controlled interest in land (RCI) by
members of the public

Please read these Conditions of Use (along with the definitions attached) carefully and ensure that you understand
them before you interact with the RCI Service.

1. Information about us
1.1

We are Registers of Scotland (RoS). We own the RCI System and operate the RCI Service. If you need to find more
information about what any of the words in this document mean you will get more detail in the definitions section.
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If you need to contact us you can do so in the following ways:

Read the conditions of use, and then agree them here:

“ C O @ rcirosgovuk/accept-terms-and-conditions o2 % 0O e
B2 GOCRM @ Forms & Girguiding Scotland [l Girlguiding @ OSCR [ Dropbox  gp ePay (@ Giriguiding UK e-le. 3 Doodle il Mentimeter @ GO Reports [ Trello @b intranet - Home @b Girlguiding Intranet

RCI Data the data and information held in the RCI

RCI means the Register of persons holding a controlled interest in land specified by

the Regulations

Regulations means The Land Reform (Scotland) Act 2016 (Register of persons holding a
controlled interest in land) Regulations 2021 as amended

We/us/our means the Keeper of the Registers of Scotland ("Registers of Scotland”)

User ID means a User ID, logon names, PIN, passwords or other measures allocated to
you to enable you to create or access your entry to the RCI by way of the RCI
Service

You must accept the terms and conditions to continue

. Accept terms

About Accessibility Cookjes Contactus Guidance Privacy ITermsand Conditions © Crown copyright 2023
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You will then be asked why you are creating an account, and you should select |
am the recorded person’”

€ C O @ rcirosgovuk/citizen-details/select-user-type o 2 % 0O o

M @ Forms &b Giguiding Scotiand [ Girguiding @ OScR [ Dropbox g5 ePay (@ Giguiding UKe-le. © Doodle il Mentimeter @b GOReports [Q Trello @ intranet - Home @b Girlguiding Intranet

) A . . . @girlguidingdunbartonshire.org.uk
Es regiters  Register of persons holding a controlled in PR IENE® s

Home Guidance What's new

This is a new service - your feedback will help us to improve it.

Back

Why are you creating an account?

© | am the recorded person

| have authority to register a non-natural record
any ITa=vd yeoTROrations

O | 'am an associate applying for a security declaration

Continue

About Accessibility Cookjes Contactus Guidance Privacy Iermsand Conditions © Crown copyright 2023

You will then register yourself, and enter your details over the next pages:

€ C 0 & rcirosgovukicitizen-details/about-you -2 & 0@

8% GOCGRM @ Forms  db Girguiding Scotiand [ Girlguiding @ OSCR [ Dropbox g ePay (@ Girlguiding Uk ede.. 3 Doodie  jll Mentimeter @b GO FReports [ Trello @b inranet - Home @b Girlguiding Intranet

) z 2 " irlguidingdunbartonshire.org.uk
83\ registes  Regster of persons holding a controlled intRPREETHTENE® s

Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

What is your name?

First name

|Lcrna ‘

Last name

|Hami|t0n }

About Accessibility Cookies Contactus Guidance Privacy Ierms and Conditions © Crown copyright 2023
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€« C O @& rcirosgovuk/citizen-details/date-of-birth

B% GOCRM @ Forms &b Girguiding Scotland [l Girlguiding @

Dropbox gp ePay (@ Girlguiding UK e-le. (& Doodle

of Scotland

Q.

Home Guidance What's new

Cg Registers Register of persons holding a controlled int&PREETH TgEfesvidinsdunbartonshire.org.uk

o v 0@

50 Reports [ Trello @b Intranet - Home @b Girlguiding Intranet

Logout

This is a new service - your feedback will help us to improve it.

< Back

What is your date of birth?
For example, 12 11 2007

Day Month  Year

- ] (-

About Accessibility Cookies Contactus Guidance Privacy Iermsand Conditions

« C O @ rcirosgovuk/citizen-details/find-address

Ukede. O Doodie jl Ment

v & Forms &b Gi ing Scotland [l Girguiding @ 0scR [ Dropbox  gp ePay (@ C

8‘3 Registers Register of persons holding a controlled inf¥PEEYTTgHgers dinedunbartonshire.orguk

of Scotlan

Home Guidance What's new

© Crown copyright 2023

o & []e

ter @ GO Repors [ Trello @ Intranet - Home @b Girlguiding Intranet

Logout

This is a new service - your feedback will help us to improve it.

Back

What is your address?
This may be used to check your identity.

Postcode

Find address

Enter address manually

Address is outside UK

About Accessibility Cookjes Contactus Guidance Privacy Ierms and Conditions

Please note that you should use your home address.

i© Crown copyright 2023
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€« C 0O & rcirosgovuk/ctizen-details/manual-addre: e x 0@
Hd RM @ Forms &b Girlguiding Scotland [ Girlguiding @ OSCR [ Dropbox gp ePay (3 Giriguiding UK e-le.. €3 Doodie jdl Mentimeter @ GO Reports [ Trelio @ Intranet - Home @b Girlguiding Intranet

What is your address?
Address line 1

| |

Address line 2 (optional)

Town or city

[ ]

Postcode
— |

Country
IUnited Kingdom l

If you are registering for the first time you will need to request a recorded person
number. Once you have this, you can use it to register for multiple properties if
needed:

Register of persons holding a controlle RSper g mbe:tonshire
Home Guidance What's new

of Scotland

This is a new service - your feedback will help us to improve it.

Back

Do you have a recorded person
reference number?

You must provide the recorded person reference number if you or someone
acting on your behalf has added you to the register before

O vs
®

About Accessibility Cookies Contactus Guidance Privacy Termsand Conditions © Crown copyright 2023

Your recorded person number will then be generated — make a note of this.
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< C O @& rcirosgov.uk/citizen-details/submitted o @ % 0O e
8% GOCRM @ Forms & Girlguiding Scotland [l Girlguiding @ OSCR [ Dropbox gp ePay (@ Girlguiding UK e-le.. & Doodie il Mentimeter @ GOReports [[J Trelio @b Intranet - Home @b Girlguiding Intranet

80 Registers Register of persons holding a controlled inf&PEE¥THTaHge" s dinsdunbartonshire.orguk

of Scotland 2 Logout
Home Guidance What's new

This is a new service - your feedback will help us to improve it.

Account created

Your recorded person referenc€is RP001113

What happens next
A confirmation has been sent to your email address
You can now add a property and associate,

Create an entry

About Accessibility Cookies Contactus Guidance Privacy Iermsand Conditions © Crown copyright 2023

You have now created your recorded person account.

The next step is to register yourself as the recorded person for a particular
property, scroll to the bottom of the page and click ‘start now”

€« C O @ rrosgovuk/make-entry/bef ® %« 0@
B GO @ Foms & GiuidngScotind [ Gilguiding @ OSCR [ Dropbox 15 by (@ Gilguiding UKede.. O Doodle il Menimeter @b GO Repors [ Trelo @ ntanet - Home @ Gilguiing nranet.

GO Registers Register of persons holding a controlled intPEEY T T4feisvidinsdunbartonshire.org uk

u: of Scotland Logout

Home Guidance What's new

This is a new service - your feedback will help us to improve it.

Before you start

There are four sections of information required to make an entry in the
register of persons holding a controlled interest in land (RCI). Further detail
on these and a demonstration video can be found in our guidance.

The four sections are:

1. Recorded person details
2. Land details

3. Ownership details

4, Associate details

(v) Show all sections

Recorded person details

(v) Show

Land details
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€« c o
B2 GOCRM © Forms & G

re-you-start 2 v 0@
inguiding @ OscR [ Dropbox 1 ePay (@ Girh Reports [ Trelo @ Intranet - Home @b Girguiding i

Important information

« The regulations which created RCI provide that giving a materially false
or misleading statement within this process may amount to a criminal
offence.

« The Keeper of Registers of Scotland will monitor submissions for the
purpose of protecting the RCI and may require further information or
verification from you for this reason.

After an entry is made

You will receive a confirmation email after you submit your application.

.

On submission, recorded person reference and associate reference
numbers will be generated. You must reuse these in subsequent
submissions.

.

If you are creating multiple entries you will need to submit before you
can copy information.

The entry with the information you provide will be available 30 days after
submission on an unrestricted and publicly available website.

The first step is to add the recorded person details, click ‘continue”:

€« C O @& rcirosgov.uk/make-entry/recorded-person/transitior @ * 0@
8% GOCRM @ Forms & Girlguiding Scotland [l Girlguiding @ OscR [ Dropbox g ePay (@ Giriguiding UK e-le.. 3 Doodie i Mentimeter @ GOReports [ Trello @b intranet - Home @b Girlguiding Intranet

GO registers Register of persons holding a controlled int¥PRETTHTaT¢fesvidinedunbartonshire.orguk

of Scotland Logout
UD i Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

Recorded person details

For this section, we require information about the owner or tenant of the
land that is known as the recorded person. A person with a registerable long
lease for more than 20 years will be referred to as a tenant.

You will need the following information to complete this section.

If the recorded person is an individual:

« contact address

If the recorded person is an organisation:

« registered office address, or contact address if no registered office

Then add in your address.

In the organisation name, please include the name of your county (in the format:
Girlguiding Dunbartonshire ), but use your home address:

10
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<« C O @& rirosgovuk/make-entry/recorded-person/enter-manual-address?application=RCI-19042023-5 2 v 0@
B2 GOCRM © Forms & Gidguiding Scotiand [ Giriguiding @ OSCR [ Dropbox e ePay (@ Girguiding UK ele.. @ Doodie il Mentimeter @ GO Reports (I Trello @ intranet - Home @ Girlguiding Intranet
GO registers Register of persons holding a controlled int&PREETHT41Eeevidinedunbartonshire.org.uk
ub of Scotland Logout
Home Guidance What's new
This is a new service - your feedback will help us to improve it.
Back

What is the contact address for Lorna
Hamilton ?

The contz 2ss will appear on the register.

Organisation name (optional)

|Gir|guiding Dunbartonshire / |

Address line 1

Address line 2 (optional)

I l

The next screen will show a summary of the recorded person:

- C O @ rirosgovuk/make-entry ded-¢ mmary?applicat 19042 2% 0@
B cocm @ Foms & Girlgu dand (8 ng @ OscR B Dropbox & Py (@ Girguiding Ukele. O Doodie jf Mentimeter @ GORepors [IJ Trefo @ intranet -Home @
6 Regist Register of persons holding a controlled int&PREPTHTaHg=" s inedunbartonshire.orpuk
u) u:z.:o:gnd gist ‘0 persons ho! g a controlle Logout
Home Guidance What's new
This is a new service - your feedback will help us to improve it.
Back

Summary of recorded person

Recorded person RP001113
reference number

(RPRN)

Description Individual

Name Lorna Hamilton

Contact address GIRLGUIDING Change

DUNBARTONSHIRE.

Save and exit

You will then be required to complete details of the property that is being
registered. If the land appears on the land register you will need the title number,
if it doesn’t you will need the full address of the property.

1
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Select ‘Continue”.

« C O @ rcirosgov.uk/make-entry/enter-property/property-details?application=RCI-19042023-5 2 % 0 o
-] M @ Forms &b Girlguidir i [l Girlguiding scR [ Dropbox  ep ePay @ Girh g UKede.. 3 Doodie i Mentimeter @ GOReports [ Trello @ intranet - Home @b Girlguiding Intranet

Cso registers  Register of persons holding a controlled infRPREETHTaHEe e dnedunbaronshireore X

\Bep of Scetien Home Guidance What's new

This is a new service - your feedback will help us to improve it

Back

Land details

For this section, we require details about the land that is owned or tenanted
by Lorna Hamilton . Land includes buildings and other structures.

You will need the following information to complete this section.

If the land is on the land register:

« the title number

If the land is not on the land register:

« the address of the land, if available, or
«+ a description of the land which is sufficient for it to be identified

» | need more information

Save and exit

The following example shows the process if the property is on the land register.
If your property does not appear on the land register, please go to page 13.

Select yes:

ty-on-land-register?application=RCI-19042023-5

R B Dropbox 1 ePay

GA registers  Register of persons holding a controlled IntRPREFTHIgigs s nadunbartonshice o uk
wa of Scotland ogout

« c O # rciros.gov.uk/make-entry/enter-property/y

8% GOCRM @ Forms  db Girguiding Scotland [ Girguiding @

O Doodle jll Menimeter @ GO Reports [ Trello @b inranet - Home @b Girlguiding Intranet

Home Guidance What's new

This is a new service - your feedback will help us to improve it.

Back

Is the land registered in the Land
Register?

This includes titles currently undergoing registration.

® -
O o

» | need more information

Save and exit

You will then be asked to enter the title number. You will then be shown the
property details, check that these are correct.
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o C O @ rcirosgov.uk/make-entry/enter-property/confirm-property?application=RCl-1904202 2
B2 GOCRM @ Fforms @b Girlguiding Scotland [l Girlguiding @ OSCR  [B Dropbox g ePay (@ Girlguiding UK e-le.. 3 Doodle jl Mentimeter @ GO Reports (I Treflo @ Intranet - Home @b Girlguiding Intranet

Summary of land details

The map view is for indicative purposes only

Land register Yes

Title number DMB24355 Change

Address

¢ ¢

Cattermuir **™
Crossing

s6m}

se rights 2023 OS (100041182)

If the property does not appear on the land register

Select ‘No’, and then ‘Continue’.

v @ Microsoft Forms % | gl County commissioner 24-hour % | @8 Search the register - Register o X | db Finance, property and staff A % 83 Is the land registered inthe Ls %+ - o x
€ G @ = rcirosgovuk/make-entry/enter-property/property-on-land-register?application=RCI-11012024-3 # O 000
Bf GocRM ol Forms &b Girlguiding Scotland Ginguiding @ OSCR  [B] Dropbox e ePay D Doodle il Mentimeter €@ GORepors [ Trello  d Intranet - Home @ Girlguiding Intranet. » [ ANl Bookmarks

Cﬂ Registers
L) of Scotlond

Register of persons holding a controlled interest in land reesuin-scoxorm

Home Guidance What's new

We need your feedback to help improve this service.

< Back

Is the land registered in the Land
Register?

This includes titles currently undergoing registration.

O v
®

» | need more information

Save and exit

© Crown copyright 2024 o

About Accessibility Cookies Contactus Guidance Privacy Iermsand Conditions

H P Type here to search

You will then be asked to enter the postcode of the property, and select the
address form a dropdown list.

When you have done this, you will be shown a map of the property:

13
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Summary of land details

The map view is for indicative purposes only

Land register No Change

Address 16 COATES CRESCENT, NEW TOWN, EDINBURGH, Change
EH3 7AH

Check that this is correct, and then select ‘Continue’.
For all properties, the next steps are the same

You will then be asked why the property is being registered. This is because if a
property is registered on the Land Register and all of the details are up to date, it
does not need to be registered with RCI. Fully up to date includes that the property
trustee information is correct and included in the Land Register. We know that for
the vast majority of guiding properties this is not the case, primarily due to the
age and length of ownership of the property, and the change over of most roles
every 5 years.

Declare this on the next screen by clicking continue.

14
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« C © @ rcirosgovuk/make-entry/ownershi

M @ Forms

RCI; guidance to creating an entry

x 88 Ownership details % 88 Information needed ¢ % | [E] Dunbartonshire - Drc. % | ¥ Organisation/Level: ¢ X | & Finance, property anc % | @ Property-How-to-M

& Girlgu

H P Type here to search

The next screen will ask if you are a tenant or an owner, if the property is owned by
guiding, select ‘owner’.

8 Register of Persons +

« C © @ rcirosgovuk/make-entry/recorded-pers

M @ Forms

ftransition?application =R 042023-5

o @ os

This is a new service - your feedback will help us to improve it.

Scotiand (B Girlgui

< Back

Ownership details

This section is about how the recorded person owns or tenants the land.

You will need to tell us if the recorded person

is registering because all trustees named in the title deeds have ceased to
be trustees

is the owner of the land or a tenant

is an overseas entity or a partnership

is an individual who has contractual or other arrangements with
associates

owns or tenants the land for the benefit of a partnership, a trust, or an
unincorporated body

and

+ the name of the partnership, trust, or unincorporated body, if applicable

= |

% @8 isLomaHamitonan x @B Information needed . X | [E] Dunbartonshire - Drc X | B® Organisation/Levek: ¢ % | & Finance, property anc X | @ Property-How-to-M

Jowned-or-leased?application=RCl-19042023-5

B Dropbox & ePey @ Gilguiding Uke-le.. © Doodle il Mentimeter @b GORepors [(Q Trello @b Intranet - Home @b Girlguiding

x| + v - g X

x| + v - g X

2« 0@ :

&b Girlguiding Scotland [ Girlguiding @ OSCR [ Dropbox s ePay (@ Girlguiding UKe-le.. i Doodle jil Mentimeter @ GOReporis [[J Trello @b Intranet - Home @ Girlguiding Intranet »

) 1 . : s irlguidingdunbartonshire.org.uk
SS Registers Register of persons holding a controlled infePES¥THTaHE" —

Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

Is Lorna Hamilton an owner or a tenant
of the land?

ue Save and exit

About Accessibility Cookies Contactus Guidance Privacy Termsand Conditions © Crown copyright 2023

15
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On the next screen select that the recorded person is: ‘a trustee, or other role in an
unincorporated body".

8 Registerof Persons H x 8 Which describesLon x @ Information needed 1 X ‘ Dunbartonshire - Drc. % | B® Organisation/Levet G % | b Finance, property anc X | @ Property-How-to-M x| + v = o x

= G O @ rcirosgovuk/make-entry/ownership/schedule-part?application=RCl-19042023-5 2« 0@ i

v @ Forms &b Girguiding Scotland [l Girlguiding @ OSCR

GA registers Register of persons holding a controlled inf¥PEEYTTaf{ferevidinedunbartonshire.orpuk

B Dropbox g ePay (@ Girguiding UK e-le.. D Doodie o Mentimeter @ GO Reports [ Trello @b intranet - Home @ Girlguiding Intranet.. »

f Scotland Logout
O ofScotan Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

Which describes Lorna Hamilton ?

Select one of the following

O a partner, or other role in a partnership

@ a trustee, or other role in an unincorporated body
Q a trustee, or other role in a trust

an individual that has a contract or other arrangement with
associates

» | need more information

Save and exit

H P Type here to search

You will then be asked to enter the unincorporated body name, which should be
the name of the county in the format: Girlguiding Dumbartonshire County.

8 Registerof Persons H x @8 Whatisthe name ot x @B Information needed 1 X ‘ B Ounbartonchire - Drc. x| B Organisation/Level: ¢ X | & Finance, property anc X | @ Property-How-to-M x| + v = o x
e« 0@

e-le. & Doodie il Mentimeter @ GORepors [[J Trello @ intranet - Home & Girlguiding Intranet... »

« C O @ rcirosgovuk/make-entry/recarded-person/s

entity-name?application=RCI-190

v @ Forms &b Girguiding Scotland [l Girlguiding @ OSC B oopbox @ ePay @

GA registers Register of persons holding a controlled inf¥PEEYTTaf{ferevidinedunbartonshire.orpuk

f Scotland Logout
O ofScotan Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

What is the name of the
unincorporated body?

Unincorporated body name

|Girlguiding Dunbartonshire County

Save and exit

About Accessibility Cookies Contactus Guidance Privacy ITerms and Conditions © Crown copyright 2023

H P Type here to search
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Girlguiding
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You will then be asked to clarify the role of the recorded person, in most cases this
will be a ‘trustee’, other would be used if it was a paid member of staff that was

being registered.

£8 Registerof PersonsH X 88 WhatistheroleofLlc x 88 Information needed © X Dunbartonshire - Drc. X | @® Organisation/Level: ¢ X | & Finance, propertyan: X | @ Property-How-to-Mz X | + v = [=] »
€« C O @ rcirosgovuk/make-entry/recorded-person/enter-role?application=RCl-19042023-5 * @ 0@ :
B8 GOCRM @ Forms & Girlguiding Scotland [ Girguiding @ OSCR [B] Dropbox gy ePay (@ Girlguiding UKe-le.. 3 Doodie il Mentimeter @ GO Reporis [ Trello @ Intranet - Home @ Girlguiding Intranet

Logout

GQ regisiers  Register of persons holding a controlled inERPRET T T4 idingdunbartonshire.crg.uk

f Scotl
UD“ SeEen Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

What is the role of Lorna Hamilton ?

@ Trustee
O Other

Save and exit

About Accessibility Cookies Contactus Guidance Privacy Termsand Conditions © Crown copyright 2023

H P Type here to search

The next screen will ask you to clarify whether any of the current trustees are
named on the Land Register or Register of Sasines; select 'no”:

v gl Microsoft Forms % | ol County commissioner 24-hour ¥ | @B Search the register - Register o X | &b Finance, property and staff A X 88 Areany of the current frustees X+ - o x
€« @ @A =5 rcirosgov.uk/make-entry/ownershipfrecorded-person-status?application=RCI-11012024-3 D 4L 00 :
B2 GocRM ol Forms &b Girlguiding Scotland Ginguiding @ OSCR  [B] Dropbox e ePay D Doodle il Mentimeter €@ GORepors [ Trello  d Intranet - Home @ Girlguiding Intranet. » 3 Al Bookmarks

This question has been recently changed

Take a moment to thoroughly review the updated version before
proceeding.

Are any of the current trustees named
on the land register or sasine register
title?

You can do this when adding associates.

» Helpful information about this question

Continue Save and exit

&% 5°C Cloudy

17



*

Girlguiding

Scotland

RCI; guidance to creating an entry

The next screen will show a summary of the last information entered. Check that
this is correct.

88 Registerof Persons H X @8 Ssummaryofownerst X @8 information needed © x | [B] Dunbartonshire - Drc X | B® Organisation/Level: ¢ X | & Finance, propertyan: X | @ Property-How-to-M: X | + v = o X

€« C O @& rcirosgovuk
F & Girlguiding Sc

@ GORepors (@ Trelo @ intranet - Home @ Girguid

You answered yes that all trustees named in the title deeds have
ceased to be trustees. This means you need to add yourself as an
associate. You can do this in the following screens.

Summary of ownership
Owner or tenant Owner Change
Category a trustee, or other role in an Change

unincorporated body

Unincorporated Girlguiding Dunbartonshire County Change
body name

Role Trustee Change
Have all trustees on  Yes Change
the title ceased to

be trustees?

Save and exit

H L Type here to search

Once you have added the recorded person information, you will need to add the
same person as an associate. This is because the 3 property trustees added as
recorded persons, are also considered to be associates.

88 Regiterof PersonsH. X @ Associate detois- ke % @8 Information needed . x | [E] Dunbartonshire - Dro x | BE Organication/Levet G X | &b Finance, propertyanc X | @ Propery-How-to-Ma X | + v - 8 x

« C O @ rcirosgovuk/make-entry

nsition?application=RCl-1904202

B GocRM @ Forms &b Girguiding Scotland [l Giriguiding @ OSCR  [B] Dropbox g ePay . & Doodle il Mentimeter @ GORepors [[J Trello @ intranet - Home @ Girlguiding Intranet..

Associate details

This section is about those that have significant influence or control of the
land and property. For unincorporated bodies this is general control or
management of the land or property. They are known as associates.

You will need the following information to add an associate.
If the associate has been previously added to the register:

» the associate reference number (ARN)

If the associate is an individual:

« name
« date of birth (this will not be displayed on the register)
« date of assaciation with recorded person for the land, if known

If the associate is an organisation:

organisation name

registered number, if one exists

contact name within organisation

registered office address, or contact address if no registered office
«+ date of association with recorded person for the land, if known

« transparency regime, if the associate is subject to one

18
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. I : RCI; guidance to creating an entry
Girlguiding
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When you add someone for the first time as an associate you will need to select
‘no’ to whether they have an associate reference number (ARN). Once you have
added them, if you require to add them as an associate again or for a different
property, you can use the ARN, rather than add all of the personal detail again.

8 Registerof Persons H X @8 Doesthe associate . x @ Information needed 1 X ‘ B Dunbartonchire - Drc. x| B Organiation/Level: ¢ X | & Finance, property anc % | @ Property-How-to-M= X | + v = o x

€ C O @ rcirosgovuk/make-entry/associate/has-arn 2« @9 0@

B GocRM @ Forms &b Girguiding Scotland [ Giriguiding @ OSCR [B] Dropbox g ePay (@ Girlguiding UK e-le.. i Doadie il Mentimeter @ GO Reports [ Trello @ Intranet - Home @ Girlguiding Intranet..

ES registers  Register of persons holding a controlled inf¥PREYTTaHge"eidinedunbartonshire.orpuk

Logout

of Scotland
Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

Does the associate have an associate
reference number (ARN)?

If the associate has been added to the register before, use the provided
reference number,

(O ves
@ o

Save and exit

About Accessibility Cookies Contactus Guidance Privacy Termsand Conditions © Crown copyright 2023

H P Type here to search

For guiding properties select individual, on the next screen.

88 Registerof Persons H X @8 Which describesthe . X | 88 Information needed | X Dunbartonshire - Drc X | B® Organisation/Level: ¢ X | & Finance, propertyan: X | @ Property-How-to-M: X | + v - o X
« C © @ rirosgovuk 2 % @ 0@ :
B% GOCRM @ Forms & Girlguidiy © Doodie il Mentimeter @ GOReports [ Trello @b intranet - Home @b Girlguiding Intranet »

GO registers ,  Register of persons holding a controlled infRPRET TR faefe i idnecuntartonshireore K

out

of Scotlan
UD Home Guidance What's new

This is a new service - your feedback will help us to improve it.

Back

Which describes the associate?

@ Individual
O Organisation

Save and exit

About Accessibility Cookies Contactus Guidance Privacy Iermsand Conditions © Crown copyright 2023
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As you will have already registered the individual as a recorded person you
should select ‘yes'. In the case of guiding properties there shouldn’t be anyone
that is registered as an associate, but not a recorded person.

B3 Registerof Persons . X 83 Is the associate ther: % B3 Information needed t x | [B] Dunbartonshire - Drc % | B® Organisation/Level: ¢ % | d Finance, property an: X | @ Property-How-to-M: % | + v = [=] »
« C O @ rcirosgovuk/make-entry/associatefis-recorded-person?application=RCl-19042023-5&associatelndex=0 2w @ 0@ :
B8 GOCRM @ Forms & Girlguiding Scotland [ Girguiding @ OSCR [B] Dropbox gy ePay (@ Girlguiding UKe-le.. 3 Doodie il Mentimeter @ GO Reporis [ Trello @ Intranet - Home @ Girlguiding Intranet

GO Registers Register of persons holding a controlled int&PREFTT4fEferieidinedunbartonshire.org.uk

f Scotland Lo
U’“ SeEen Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

Is the associate the recorded person?

» Helpful information about this question

Save and exit

About Accessibility Cookies Contactus Guidance Privacy Iermsand Conditions © Crown copyright 2023

H P Type here to search

You will then be asked to enter the person’s date of birth:

88 Registerof Persons H x 8 WhaticLoma Hamilt x @B Information needed 1 X ‘ Dunbartonshire - Drc % | B® Organisation/Level: ¢ % | & Finance, propertyanc X | @ Property-How-to-Mz X | + v = o x
« C O @ rcirosgovuk/make-entry/associate/enter-date-of-birth?application=RCl-19042023-5&assaciatelndex=0 e« @ 0@
B GocRM @ Forms &b Girguiding Scotland [l Giriguiding @ OSCR  [B] Dropbox g ePay Girlguiding UK e-le.. i Doodie il Mentimeter @ GO Reports  [[J Trello @ Intranet - Home @ Girlguiding Intranet..

C‘g regsters  Register of persons holding a controlled inEEPRETTR Tagfe e dnedntartonshieors ok

U,

Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

What is Lorna Hamilton's date of birth?
For example, 12 11 2007
Day Month  Year

Save and exit

Date of birth not known

About Accessibility Cookies Contactus Guidance Privacy Termsand Conditions © Crown copyright 2023

H P Type here to search
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It will then ask when the recorded person became a trustee. This should be the
date of their appointment to their role with guiding, that makes them a property
trustee (as in the date they became county commissioner, treasurer etc.).

£8 Registerof Persons . X @8 when did LomaHar x| @B Inf
« C O @ rcirosgovuk/m

ed ' x | (B Dunbartonshire ifguiding | X | &b Finance, property anc X | @ Property-How-to-M: X + v - o x

y/associate/ent on-start-date?applicatios

B® GocRM @ Forms & Girguiding Scotland [l Giriguiding @ OSCR ntranet.

GRY Registars Register of persons holding a controlled inf¥PREYTRTafgs"e *ednbarionhie e

B Dropbox g ePay (@ Girguiding UK e-le.. D Doodle ol Mentimeter @ GO Reports [ Trello @b Intranet - Home @ Girlguiding I

of Scotland
UD — Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

When did Lorna Hamilton become a
trustee for this land?
For example, 11 2007

Month  Year

2021
Save and exit

Date of association not known

About Accessibility Cookies Contactus Guidance Privacy Terms and Conditions © Crown copyright 2023

H P Type here to search

You will then see a summary of the associate information that has been entered,
check that this is correct.

€8 Registerof Persons H X G summar x | & Finance, property anc X | @ Property-How-to-Ma % | + v - o X

€ C O @ rcirosgovuk/m te/su 2 % @9 0@ :

Bf GocRM @ Forms & Girlguiding Scotland [l Girlguiding die il Mentimeter @ GO Reports [ Trello @ Intranet - Home @ Girlguiding Intranet.. »
Summary of associates

Lorna Hamilton

Associate reference  ARN will be allocated upon Change
number (ARN) submission

Description Individual Change
Is the recorded Yes Change
person

Name Lorna Hamilton

Date of birth ] Change
Date of association  04/2021 Change
Contact address GIRLGUIDING Change

DUNBARTONSHIRI

Add another associate

Save and exit

H P Type here to search
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. I . RCI; guidance to creating an entry
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Scotland

To add an associate who already has an ARN

From the home screen click on ‘'manage an entry’.

88 Register of Persc X Home - Register X @8 UpdatinganRCI. x | 88 informationneet x | [EJ Dunbartonshire - x | B® Organisation/ler X | & Finance, propert, X | @ Property-How-tc X | + v = o X
« C 0O @ rirosgovuk o2 %« 0@ :
B2 GocRM @ Forms & Girlguid ding @ OSCR [ Dropoox gp ePay o die ter @ GOReports [[J Trello @b intranet - Home @ Girlguiding Intranet. »

This is the official register of persons holding a controlled interest in land in Scotland.

You must read the guidance about the RCI register. You can also use the online support tool, to help you self-
determine if you need to register as a recorded person. Create an entry only when you know you need to register.

Create an entry Dashboard Search

Create and submit a new entry fora  View drafts and submissions. Copy Search and view published entries
piece of land owned or tenanted by information to create a new in the register

a recorded person and the submission. Download notifications

associates that have a significant
influence o ol over the land

Manage an entry

Update an existing entry following a
change in circumstances. You can

also remove or add new land details
or associates for a recorded person

About Accessibility Cookies Contactus Guidance Privacy Iermsand Conditions © Crown copyright 2023

htps:/rci.ros.gov.uk/#

£ Type here to search g0 | ¥ @ 12°C Sunny

Then select the property that you want to add the associate to.
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Click on ‘change’ next to the land details.

88 Register of Persc X wandupd: X @8 UpdatinganRC x | 88 Informat x | [E] Dunbartonshire - x | B¥ Organisation/les X | & Finance, propert, X | @ Property-How-to X | + v = (=] X

¢ C 0 @& rirosgovuk/amend

B2 GOGRM © Forms @ Girguiding Kede.. © Doodle il Mentimeter @ GOReporss [ Trelo @b intranet - Home @b Girlguiding intranet

B Dropbox &5 ePay @ Gir

« executries and updating the RCI on the behalf of others

« inaccuracies in the RCI
Recorded person details
You can update the recorded person's details and contact address.

Recorded person reference number RP001113

Name Lorna Hamilton Change

Land details

You can add or remove land details, and update, add, or remove associate details related to a specific land.

Land details + Status
DMB24355 SUBMITTED Change Remove
19/04/2023

Add new land details

Return to RCI homepage

ﬂ £ Type here to search e =} @ 12°C Sunny

This will then take you to a page which allows you to review and update land

details, on this page select ‘add another associate’.

wand u x 88 UpdatinganRC X | @8 Informationnees x | ] Dunbartonshire - x | §¥ Organisation/le. X | & Finance, propert, X | @ Property-How-to X | + v = =} X

)

€« C (O @& rcirosgovuk/am

@ oSk [ Dropbox g Py (@ Girlguiding UKe-le.. ) Doodie il Mentimeter @b GOReports [ Trello @b intranet - Home @b Girlguiding Intranet.

This is a new service - your feedback will help us to improve it.

B2 GOCRM @ Forms & Girlguiding

Back

Review and update land details

Land details

Title number DMB24355 Remove

Associates

Each entry must have at least one associate. If an associate is also the recorded person for the entry, they cannot be
removed.

ARN Name Contact address

A005022 Lorna GIRLGUIDING DUNBARTONSHIRE, Change
Hamilton

@ 12:¢ Sunny
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This will take you to the following screen where you should select ‘yes’

v - 8 X

- 2 v O@ :

B3 Registerof Persor X @3 Doestheassocic: 88 Updating anRCI % | 8B information neec % | [EJ Dunbartonshire - % | B¥ Organisation/Lev X | & Finance, propert; X | @ Property-How-to X | +

s-am

< C O @ rirosgovuk/ad

Forms Girlguiding Scotland Girlguiding OSCR Dropbox ePay (@ Girlguiding UK e-le. Doodle Mentimeter GO Reports Trello ntranet - Home Girlguiding Intranet.
&

) 1 . : s irlguidingdunbartonshire.org.uk
SS Registers Register of persons holding a controlled infePES¥THTaHE" —

ociate/ha:

Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

Does the associate have an associate
reference number (ARN)?

If the associate has been added to the register before, use the provided
reference number.

About Accessibility Cookies Contactus Guidance Privacy JTermsand Conditions © Crown copyright 2023

H £ Type here to search e

You can then enter the ARN, and select ‘Continue’.

x| + v o= o x
o 2w OO

8 Registerof Perso: x @3 whatistheasso. x @ UpdatinganRC . x | 88 Information neec % | [B] Dunbartonshire  x | B Organisation/lev X | & Finance, propert; X | @ Property-How-1

« C (O @ rcirosgovuk/add-associate/am-search

@ Forms & Girguiding Scotland [ Girlguiding @ OSCR [B] Dropbox g ePay (@ Girlguiding UK e-le.. i Doodie il Mentimeter @ GO Reports [ Trello @ Intranet - Home @ Girlguiding Intranet.. »

C&g Registers Register of persons holding a controlled inf2PREYTRTage e nedunmarionhie e

of Scotland

U,

Home Guidance What's new

This is a new service - your feedback will help us to improve it.

¢ Back

What is the associate reference
number (ARN)?

Associate reference number
For example, A123456

|Ac0s023 |

About Accessibility Cookies Contactus Guidance Privacy Iermsand Conditions © Crown copyright 2023
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You will be asked to complete some personal information about the associate
including their full name and date of birth:

8 Registerof Perso: x @3 whataretheas: x @8 UpdatinganRC % | BB Information neec X Dunbartonshire - % | B® Organisation/lev X | & Finance, property X | @ Property-How-to X | + v = o x
« C O @ rirosgovuk/add-associate/associate/enter-details 2w 0@
5 @ Forms & Girguiding Scotland [ Girlguiding @ OSCR [B] Dropbox g ePay (@ Girlguiding UK e-le.. i Doodie il Mentimeter @ GO Reports [ Trello @ Intranet - Home @ Girlguiding Intranet.. »

of Scotland Logout

ES registers  Register of persons holding a controlled inf¥PREYTTaHge"eidinedunbartonshire.orpuk

Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

What are the associate's details?

First name

| Sarina |

Last name

| Robertson I

About Accessibility Cookies Contactus Guidance Privacy ITermsand Conditions © Crown copyright 2023

H £ Type here to search e

gister of Persor X What is Sarina Re % jating anRCI - X nformation nee: X unbartonshire - % | B¥ Organisation/Lev X inance, propert; X roperty-How-to X =
Ret f Per What is Sarina U RC! Infe B Ounb: hi o nyLe @ Fi P Hi v a x
« C O @ rirosgovukiadd associate/associate/enter-date-of-birth 2w O@ :

G Foms & Girlouiding Scotiand  [BY Gidguiding @ OSCR [B Dropbox g ePay (@ Giriguiding UKe-le. ) Doodie jll Mentimeter @b GOReports (W Trello @b intranet - Home b Girlguiding Intranet. »

GO Registers Register of persons holding a controlled int&PREFTT4fEferieidinedunbartonshire.org.uk

f Scotland Lo
U’“ SeEen Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

What is Sarina Robertson's date of
birth?
For example, 12 11 2007

Day Month  Year

L

Date of birth not known

About Accessibility Cookies Contactus Guidance Privacy Iermsand Conditions © Crown copyright 2023
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Scotland
You will then be asked to enter when their association began. This would be the

date that the second person took over their role.

For example: if a county commissioner took over on 1 March 2023 and the
treasurer joined on 1 May 2023, their association started on 1 May 2023.

8 Registerof Persor X @8 Whendidtheas: x @8 UpdatinganRC x | 88 Information neec x Dunbartonshire - % | B® Organisation/Lev X | & Finance, property X | @ Property-How-to X | + v = [=] »
« C O & rirosgovuk/add-associate/associate/enter-association-start-date -2 v 0@ :
B8 GOCRM @ Forms & Girlguiding Scotland [ Girguiding @ OSCR [B] Dropbox gy ePay (@ Girlguiding UKe-le.. 3 Doodie il Mentimeter @ GO Reporis [ Trello @ Intranet - Home @ Girlguiding Intranet

) 1 . : s irlguidingdunbartonshire.org.uk
SS Registers Register of persons holding a controlled int&PEEETH T4 —

Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

When did the association between
Lorna Hamilton and Sarina Robertson
start for this land?

For example, 11 2007
Month  Year

Date of association not known

About Accessibility Cookies Contactus Guidance Privacy Iermsand Conditions © Crown copyright 2023

H £ Type here to search e

You will then be asked to add the associate’s address using postcode look up:

8 Registerof Persor X @8 Whatisthecont x @8 UpdatinganRC x | 88 Information neec x Dunbartonshire - % | B® Organisation/Lev X | & Finance, property X | @ Property-How-to X | + R = [=] x
« C O & rwirosgovuk/add-associate/associate/find-address -2 v 0@ :
B8 GOCRM @ Forms & Girlguiding Scotland [ Girguiding @ OSCR [B] Dropbox gy ePay (@ Girlguiding UKe-le.. 3 Doodie il Mentimeter @ GO Reporis [ Trello @ Intranet - Home @ Girlguiding Intranet

) 1 . : s irlguidingdunbartonshire.org.uk
SS Registers Register of persons holding a controlled int&PEEETH T4 —

Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

What is the contact address for Sarina
Robertson?

The contact address will appear on the register.

Postcode

I ]

Enter address manually

Address is outside UK

About Accessibility Cookies Contactus Guidance Privacy Terms and Conditions © Crown copyright 2023 -
% 29 e W) F ENG

H £ Type here to search e
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RCI; guidance to creating an entry

Then select the correct address from the list:

88 Registerof Persci x @8 Whatisthecont x @8 UpdatinganRCl x | 88 informationnees x | [EJ Dunbartonshire - x | B® Organisation/ter X | & Finance, propert, X | @ Property-How-to X | + v = o X
< C O @ rcirosgovuk/add-associate/associate/choose-addre o x 0@ :
B2 GOCGRM @ Forms @ Girlguiding Scotind [ Gilguiding @ OSCR [ Dropbox g5 ePay (@ Giguiding UK ele.. @ Doodle il Mentimeter @ GOReports [ Trelo @ intranet - Home @b Girlguiding intranet »

8‘3 Registers Register of persons holding a controlled int&PEEETH e e idinedunbartonshire.org.uk

of Scotland ) Logout
Home Guidance What's new

This is a new service - your feedback will help us to improve it.

Back

What is the contact address for Sarina
Robertson?

Postcode

Select an address

L can't find the address in the list

H £ Type here to search e it = i @ 12C Sunny

When the screen asks you to confirm the contact address, add in the name of the
county (in the format: Girlguiding Dumbartonshire) into the organisation name.

88 Registerof Persci x @8 Whatisthecont x @8 UpdatinganRCl x | 88 informationnees x | [EJ Dunbartonshire - x | ¥ Organisation/ler X | & Finance, propert, X | @ Property-How-to X | + v = o X
« C O @ rirosgovuk ssociate/associate/ent v x 0@ :
8% GOCGRM @ Forms &b Girlguidiny 4 [ Ginguiding @ B Dropbox &5 ePay (@ Girlguiding UK e-le.. 3 Doodie il Mentimeter @ GOReports [ Trello @b intranet - Home @b Girlguiding Intranet. »

This is a new service - your feedback will help us to improve it.

Back

What is the contact address for Sarina
Robertson?

The ¢

ill appear on the register.

Organisation name (optional)

IGirlguiding Dunbartonshire | / I

Address line 1
Address line 2 (optional)
Town or city

L |

Postcode

@ 12:¢ Sunny
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You will then be asked to confirm that the associate has verified that the
information supplied:

88 Regicterofperso x @) HosSarinaRober x | @9 Updating anRCl . X | @8 Informationneec x | [ Ounbartonsire - x | WS Groanisation/les x | & Finance, property X | @ Property-How-to X

ils -2 % 0@
entimeter € GO Reports  [[J Trello @b Intranet - Home @ Girlguiding Intranet...

+ ~ - a X

« C O @ rcirosgovuk/ad

B oropbox g #Pay (@ Giriguicing Uk ele.. @ Doodie il

tand B Girauiding
GA registers Register of persons holding a controlled inf&PEETTH14fee e dinedunbartonshire.orpuk

G Forms & Girguiding

of Scotland Logout
O ofScotan Home Guidance What's new

This is a new service - your feedback will help us to improve it

< Back

Has Sarina Robertson responded to
Lorna Hamilton to verify the details?

The regulations place a duty on the recorded person to take reasonable
steps to verify the associate's required details with the associate. The
associate has a duty to respond to the recorded person.

@ Yes - Associate has verified required details

O No - Associate has not verified required details

About Accessibility Cookies Contactus Guidance Privacy Terms and Conditions © Crown copyright 2023

H P Type here to search e

The next screen will show a summary of the information entered which you should

check.

88 RegicterofPerso x @ Checkandadd. x @3 Updating anRCi x | @8 information neec x | [ Dunbartonshire - x | B Organication/lev. x | & Finance, property X | @ Propery-How-to x | + v - 8 x
€ G O @ rcirosgovuk/ad e/summary o w OO
H @ Forms & Girlguiding Scotland [ Girlguiding @ B Dropbox g ePay (@ Girguiding UK e-le.. D Doodie o Mentimeter @ GO Reports [ Trello @b intranet - Home @ Girlguiding Intranet..

Review and update the associate details before submission.

Sarina Robertson

Associate reference number A005023 Change
(ARN)

Description Individual

Name Sarina Robertson Change
Date of birth Change
Date of association Change
Contact address Change
Associate details verified Yes - Associate has verified required details Change

Add another associate

H £ Type here to search e
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To add an associate who is not already registered

Start the process as with the previous example but when asked whether the
associated has an ARN select ‘No’ (this process will assign an ARN).

8 Registerof Persor X @8 Doestheassoci: x @8 UpdatinganRC x | 88 Information neec % Dunbartonshire - % | [§% Contact: Girlguic' X | & Finance, propert; % | @ Property-How-tc % | + R = [=] x
€ C © & rirosgovuk/add-assocate/has-armn 2« 0@ :
B8 GOCRM @ Forms & Girlguiding Scotland [ Girguiding @ OSCR [B] Dropbox gy ePay (@ Girlguiding UKe-le.. 3 Doodie il Mentimeter @ GO Reporis [ Trello @ Intranet - Home @ Girlguiding Intranet »

) 1 . : s irlguidingdunbartonshire.org.uk
SS Registers Register of persons holding a controlled infePES¥THTaHE" —

Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

Does the associate have an associate
reference number (ARN)?

If the associate has been added to the register before, use the provided
reference number.

() ves
®

About Accessibility Cookies Contactus Guidance Privacy JTermsand Conditions © Crown copyright 2023

H £ Type here to search e

For guiding properties, the associate will always be an individual:

88 Registerof Persci X @8 Which describes X §8 UpdatinganRCI. x | 88 informationneet x | [EJ Dunbartonshire - x | B® Contact: Giriguic' X | & Finance, propert, X | @ Property-How-to X | + " = o X

« C O @ rirosgovuk/add-associate/associate-type 2« 0@ :
B2 GOCGRM @ Forms & Girlguiding Scotland Giriguiding @ OSCR  [B] Dropbox gp ePay (@ Girlguiding UKe-le.. I Doodle il Mentimeter @ GOReports [[J Trelo @b intranet - Home @b Girlguiding Intranet. »

GA registers Register of persons holding a controlled inﬁ?@&‘f’ﬁ‘fﬂﬁ@“”‘“‘d"‘“m”‘"“"“‘g:;‘i

of Scotland
UD Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

Which describes the associate?

@ Individual
O Organisation

About Accessibility Cookjes Contactus Guidance Privacy ITermsand Conditions © Crown copyright 2023

ﬂ £ Type here to search e
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You will then be asked to confirm the associate’s full name:

8 Registerof Perso: x @3 whataretheas: x 88 UpdatinganRCl x | @8 Information neec % | [B] Ounbartonshiee  x | B Contact: Gidguid X | & Finance, propert; X | @ Property-Howto X | + v = o x
= C O @ rcirosgovuk/add-associate/associate/enter-details 2« 0@ i
B GocRM @ Forms &b Girguiding Scotland [ Giriguiding @ OSCR [B] Dropbox g ePay (@ Girlguiding UK e-le.. i Doadie il Mentimeter @ GO Reports [ Trello @ Intranet - Home @ Girlguiding Intranet..

GRY Registars Register of persons holding a controlled inf¥PREYTRTafgs"e *ednbarionhie e

f Scotland
O ofScotan Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

What are the associate's details?

First name

|Finna |

Last name

| Kerr I

About Accessibility Cookies Contactus Guidance Privacy ITermsand Conditions © Crown copyright 2023

H £ Type here to search e

You will also be asked when the association between the registered person and
the associate began. This would be the date that the second person took over
their role.

For example: if a county commissioner took over on 1 March 2023 and the
treasurer joined on 1 May 2023, their association started on 1 May 2023.

8 Registerof Persor X @8 Whendidthea:: x @8 UpdatinganRC x | @8 Information neec % | [BJ Dunbartonshire  x | B® Contact: Girlguici X | & Finance, property X | @ Property-How-to X | + v [=] »

« C O @ rirosgovukiaddassociate/associate/enter-assodiation-start-date 2 % 00

B8 GOCRM @ Forms & Girlguiding Scotland [ Girguiding @ OSCR [B] Dropbox gy ePay (@ Girlguiding UKe-le.. 3 Doodie il Mentimeter @ GO Reporis [ Trello @ Intranet - Home @ Girlguiding Intranet »

SS Registars Register of persons holding a controlled infRPRETTH e evidingdunbartonshire.org.uk

Logout

of Scotland
Home Guidance What's new

This is a new service - your feedback will help us to improve it.

< Back

When did the association between
Lorna Hamilton and Fiona Kerr start for
this land?

For example, 11 2007

Month  Year

Date of association not known

About Accessibility Cookies Contactus Guidance Privacy Iermsand Conditions © Crown copyright 2023

H £ Type here to search "._
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The next step is to complete the associates contact address. This should be a
home address, but please add in the name of the county in the organisation
name box, in the format ‘Girlguiding Dunbartonshire”.

83 Registerof Persci x @8 Whatisthecont: x @8 UpdatinganRCI x | 88 Informationneet x | [BJ Dunbartonshire % | B® Contact: Gidguic' X | & Finance, propert, X | @ Property-How-tc X | + v - o X

« C O & rirosgovuk/add-associat ia anual-addr 2« 0@ :

82 GOCGRM @ Forms & Girguiding Scotland B Giriguicing @ OSCR  [B] Dropbox gp ePay (@ Girlguiding UK e-le.. 3 Doodie jdl Mentimeter @ GOReports [IJ Trello @ intranet - Home @b Girlguiding Intranet »
This is a new service - your feedback will help us to improve it.

Back

What is the contact address for Fiona
Kerr?
The contact address will appear on the register.

Organisation name (optional)

[Girlguiding Dunbartonshire l

Address line 1
Address line 2 (optional)

I |

Town or city

L |

Postcode

H L Type here to search ¢ i - v - E @ 12°C Sumy A
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You will then be asked to confirm that the associate has verified the information
supplied. Select ‘yes’ or ‘no’ as appropriate. If you select no, the associate will be

asked to verify the details.

€8 Registerof Perso. x @8 Has Fiona Ker * anRC % | @8 information neec x| [B] Dunbartonshire % | B® Contact: Gidguic: X | & Finance, propert, X | @ Property-How-to X | + ~ = o X

« C O @ rcirosgovul
3 Girguiding Uk e-le.. & Doodie il Mentimeter @b GORepors ([ Trello @b Intranet - Home @b Girlguiding Intranet

B2 GOCRM @ Forms &b Girlguiding Scot

s;" Registers Register of persons holding a controlled inf&PEETTH14fee e dinedunbartonshire.orpuk

of Scotland Logout

Home Guidance What's new

This is a new service - your feedback will help us to improve it

Back

Has Fiona Kerr responded to Lorna
Hamilton to verify the details?

The regulations place a duty on the recorded person to take reasonable
steps to verify the associate's required details with the associate. The
associate has a duty to respond to the recorded person.

O Yes - Associate has verified required details

@ No - Associate has not verified required details

About Accessibility Cookies Contactus Guidance Privacy Termsand Conditions © Crown copyright 2023

H £ Type here to search e

Finally, you will see a screen that confirms the associate information that has
been entered, along with the Title number of the property:

@8 RegisterofPersol X §3 Reviewandupc: x | @B UpdatinganRCl: X | 88 informationnees x | [ Dunbartonshire - x | BN Contact: Gidguic X | @ Finance, property X | @ Property-How-to % | + v - 8 x
“« C O @ rcirosgovuk/amend-entry/property 2 « 0@ :
8% GORM @ Forms & Girlguiding Scotland [ Girlguiding @ OSCR  [B] Dropbox gp ePay (@ Girlguiding UKe-le.. 1 Doodle jdl Mentimeter @ GOReports [J Trello @ intranet - Home @ Girlguiding Intranet.

Review and update land details

Land details

Title number DMB24355 Remove

Associates

Each entry must have at least one associate. If an associate is also the recorded person for the entry, they cannot be
removed.

ARN Name Contact address

A005022 Lorna

GIRLGUIDING DUNBARTONSHIRE, Change
Hamilton
A005023 Sarina GIRLGUIDING DUNBARTONSHIRE Change Remove
Robertson
A005027  Fiona Kerr GIRLGUIDING DUNBARTONSHIRE‘_ Change Remove

Add another associate

Type here to search be? f = - i @ 12°C sum
yF =10 i y

It may take a few days of the register to update, but once it has you can search
for the property to see who the registered people and associates are. The easiest

32



cﬁ)
Girlguiding

Scotland

RCI; guidance to creating an entry

way to do this is to use the title number (if the property has one) or the ARN for
one of the associates. This should be done at least annually to ensure that the
information is still correct, and if it's not it should be updated with new role
holders.

This is what the listing will look like:

Land details

Land

Recorded person - owner or tenant
Hecorded peragr

Addres

Fecorded parson relers o

CUhwnar or long barms leas

Aszaciates - persons with a controlled interest

- L

Lontscisblo detuk

Fasocoris refamnoe rumer

Lintm ol smocmhon

-

Lorisclakh deimb

Asspcoee refeEnce ramser

Lain gl amocmbon

oo

Lorisclakh deimb

Fasocoris refamnoe rumer

Lintm ol smocmhon
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