Scottish Orienteering Association

Guide to Completing the Disclosure Scotland
Application Form
Read the accompanying 'Disclosure Application: Guidance Notes for Applicants' and this Guide thoroughly before attempting to complete the form.
NOTE THAT ANY FORMS WHICH HAVE BEEN AMENDED WITH ‘CORRECTIVE FLUID’ WILL BE REJECTED BY DISCLSOURE SCOTLAND. IF YOU MAKE A MISTAKE PLEASE ASK FOR A NEW FORM.
Completing the Form

COMPLETE THE FORM IN BLOCK CAPITALS USING BLACK OR DARK BLUE INK ONLY!
Note that all the fields highlighted in yellow are mandatory. Failure to complete any will result in the form being rejected by Disclosure Scotland.
PART A: The SOA will be asking for an Enhanced Disclosure.

PART B: Applicants are to complete the relevant sections after reading the 'Disclosure Application Guidance Notes for Applicants' thoroughly. 
PART C: Sign and date the application form.

PART D: The Club Signatory will complete this section.
The Disclosure is free if you are a volunteer.

PART E: Do not complete Part E in the application form or the Central Registered Body in Scotland Cover Sheet.

Advise the Signatory which organisation you are working for (see questions below) and ensure they complete Part E of the form as required.

a) Are you are currently in or aspiring to the BOF Coaching Award Scheme at any level? YES -BRITISH ORIENTEERING FEDN in E16. NO – Go to question b) below.

b) Are you working as a volunteer in any of the SOA Junior Squads (SCOTJOS or an Area Squad) and have sole access to children, or are you a member of SOA staff, and have sole access to children? YES – no further action required. NO – Go to question c) below.

c) Are you working as a volunteer helper in any of the following clubs, and have sole access to children – AYROC, BASOC, ECKO, ESOC, FVO, GRAMP, INVOC, KFO and MAROC? YES – the following abbreviation should go in E16 as appropriate. NO – the SOA is unable to access a Disclosure on your behalf. It is recommended that you contact your club for guidance.


AYRSHIRE ORIENTEERING CLUB

BADENOCH & STRATHSPEY OC

CLYDESIDE ORIENTEERS

LOCK ECK & DISTRICT OC

EDINBURGH SOUTHERN OC

FORTH VALLEY ORIENTEERS

GRAMPIAN ORIENTEERS

INVERNESS ORIENTEERING CLUB

KINGDOM OF FIFE ORIENTEERS

MAR ORIENTEERING CLUB

Note: The majority of orienteering coaches / junior squad helpers organise or help at a variety of junior coaching and training activities carried out under the auspices of their club, area or SOA and, if they are in the BOF Coaching Award Scheme, BOF. In order to cut down on paperwork, the information on the Disclosure will be shared with the relevant people in these organisations who will all have signed up to the Code of Conduct regarding the confidentiality of this information. The alternative is that a separate Disclosure application form will have to be completed for each organisation, club, squad etc, which an applicant works with. If you are unhappy with this sharing of information please contact the SOA Child Protection Officer, Scott Fraser.
Once the Form is Completed

· In order to minimise the possibility of important documents going missing in the post, and to facilitate the confirmation of identification, we have established a network of signatories covering Scotland who are able to process applications. You should contact one of the club signatories listed below and arrange to meet face to face for them to authorize your application.

· You will need to bring appropriate identification documents (see ID Documents Required) with the completed form and CRBS cover sheet.

· The Signatories will forward completed forms to the CRBS.

In the unlikely situation that you are unable to meet up with one of the signatories please Scott Fraser to arrange how the authorisation can be achieved. If it is agreed that the application form and relevant documents can be posted, send them Recorded or Special Delivery to Scott. If the documents are sent, they will be returned Recorded Delivery unless otherwise agreed. Please note that the SOA cannot accept any responsibility for any documents lost or damaged in the post. Before sending the form and documents please contact Scott by e-mail or phone to make sure he is not away for a period of time.

All information received will be treated as strictly confidential. No copies of any personal information will be kept by the Scottish Orienteering Association or the British Orienteering Federation.

A copy of the Disclosure will be sent directly to you for your records. If you are in, or aspiring to, the BOF Coaching Award Scheme at any level, please send a photocopy to Mike Hamilton at BOF Office. Scott will also receive a copy which will be kept for SOA records and destroyed after 6 months in line with current policy.

Signatory Contact Details

	BASOC
	Nigel Williams
	
	Nigel.Williams@glenmorelodge.org.uk]

	ECKO
	Gill Berrow
	01369 703092
	gill.berrow@btinternet.com

	ESOC
	Margaret Dalgleish
	
	m.dalgleish@napier.ac.uk

	FVO
	Hazel Dean
	01786 825123
	deanh@activestirling.org.uk

	GRAMP
	Sean O'Sulliven
	01224 823711
	sean.sosullivan@gmail.com

	KFO
	Phil Smithard
	01383 722416
	phil.smithard@virgin.net

	MAROC
	Margit Matthews
	
	29bellwood@tiscali.co.uk

	MOR
	Mike Rodgers
	01309 641413
	alisonrodgers@supanet.com

	SOLWAY
	Jane McQuillen
	01387 261741
	dnjmcq@tiscali.co.uk

	TAY
	Angela Dixon
	
	adixon@watt64.freeserve.co.uk

	INT
	Ann Haley
	
	ann.haley@ed.ac.uk

	STAG
	Terry O'Brien
	0141 770 8671
	terry@tobrien1.wanadoo.co.uk

	INVOC
	Marcella McLeod
	
	Marsela1@aol.com

	RR
	Lindsey Knox
	
	lindsey@lknox.me.uk

	SOA
	Scott Fraser
	07540637175
	scott.fraser@scottish-orienteering.org


BOF Contact Details;

Mike Hamilton, British Orienteering Federation, 8a Stancliffe House, Whitworth Road, Darley Dale, Matlock, Derbyshire DE4 2HJ Tel: 01629 734042 E-mail: mike@britishorienteering.org.uk
Scott Fraser, 47 D’Arcy Road, Mayfield, Dalkeith, Midlothian, EH22 5HQ
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