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Basic Disclosure Checks – Candidate Guidance Notes 

These guidance notes are designed for successful candidates and internal employees who are about to commence a role for which a Basic Disclosure is required. 
How do I apply for a Basic Disclosure?
Apply for a Basic Disclosure online at www.disclosurescotland.co.uk/basic.htm
However, if you have lived at your current address for less than twelve months then Disclosure Scotland regrets that it cannot process your application online and you must apply using the paper application form, more details of which are on the main website www.disclosurescotland.co.uk or can be obtained by calling 0870 609 6006.
I don’t live in Scotland – do I use the same website?

Yes. Disclosure Scotland is the organisation that completes Basic Disclosures for people throughout the United Kingdom.
How long does it take to complete?

It takes less than 10 minutes to apply for the check online and takes approximately 14 days for the Basic Disclosure to be sent to you. 
What information do I need to supply?

You will need to have the following documents to hand:

· Passport* 

· Driving Licence* 

· National Insurance Number* 

· Electricity Bill 

· Previous Disclosure 

· Address details covering at least the last five years 

· Credit or debit card 
You will also need to know the registration district where your birth was registered, which will be stated on your birth certificate. 
* You must be able to provide at least one of the following: Passport Number, Driving Licence Number or National Insurance Number otherwise Disclosure Scotland will be unable to process your application. 

Is there a charge for the Basic Disclosure?

The fee for a Basic Disclosure is £20 and this is shown on card statements as BT Disclosure Scotland. Ensure that you print out a receipt by clicking “Generate Receipt” on the final screen and you will be able to claim this back via your expenses once you start work. Your line manager will show you how to complete your expenses. 
If you are unable to pay £20 up front please speak to your line manager to make alternative arrangements for payment. If you are a volunteer, there is no charge for a Basic Disclosure. 

Do I request the Basic Disclosure to be sent to my work or home address?

You should specify that it is sent to your HOME address. When you receive the disclosure certificate, take it into work with you and ask your line manager to photocopy it, sign and date the photocopy as “original seen” and send the photocopy to the HR Service Centre by fax on 01225 716301 or by post to the Head Office address. Your manager will give the original certificate straight back to you to keep. 
When do I need to apply for the Basic Disclosure?
You can apply as soon as you accept a new position with Shaw Trust and you must have applied by the end of your first week of employment. Your offer of employment is subject to a satisfactory Basic Disclosure.
Where do I go for further information or if I am having trouble completing the documents or online check?

Contact the Disclosure Scotland helpline on 0870 609 6006 or by email info@disclosurescotland.co.uk
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