Applying for a Disclosure – A Brief Guide 





All Applications: 


THE LOCAL CHURCH/MEETING (or the employer), by following the organisation’s recruitment procedures, should agree that a person is to be appointed as a volunteer or employee, and will then: 





• decide upon the level of Disclosure needed and inform the applicant; 


• give the applicant a copy of these notes; 


• discuss with the applicant which forms of identification they will require for verification; 





DISCLOSURE APPLICATION PROCESS FOR ENGLAND AND WALES 





• APPLICANT - You should either obtain a form through your denomination, for the Methodist Church please contact the MPH on 01733 325002,sales@mph.org.uk or www.mph.org.uk OR you telephone the Criminal Records Bureau (CRB) on 0870 9090844 between 8am-10pm on weekdays or 10am - 6pm at weekends. You will be asked for our Registered Body name and number, which are The Churches’ Agency for Safeguarding/Methodist Council and 20625600000, and for the level of Disclosure required, which will be either Standard or Enhanced. The CRB will ask a number of questions to establish your identity. [Unless your form has been supplied from CAS as part of our bulk order scheme]. 


If your form is from the CRB, check that it is at for the Disclosure level you requested and that the correct Registered Body number is printed in Section Y. If not, you must immediately contact the CRB and request a new form because these errors cannot be manually corrected. Check that the pre-printed information about you is correct. If not, amend it by following the instructions in the CRB guidance notes – never use correction fluid. 


Once you have checked the above, read the CRB guidance notes enclosed with your form. The form must be completed in black ink - no other colour is acceptable. Only complete those sections indicated in the guidance notes – do not complete sections E, F, G, Y and Z. Please note section X should be completed by your Verifier. If you make an error please cross through it once and write the correct information close by. 





• FEE - There is a fee for applications from those in paid positions in England and Wales: £36.00 for an Enhanced and £31.00 for a Standard Disclosure. Cheques should be made payable to ‘Churches’ Agency for Safeguarding’ and must be sent with your application. 





Fees for some roles will be collected centrally check with your denomination if unsure. 


Once you have made sure that you have correctly completed the form where required, take the application and your identify documents to your verifier. 





• VERIFIER - Ensure that the applicant has provided you with enough documents to verify their identity and address, check with the CRB guidance notes for the number and type of documents to be seen. Please check the documents thoroughly to ensure that; 





1. they relate to the applicant, they appear genuine and show correct details 





2. Have been issued within the past three / twelve months where applicable (as specified in the CRB guidance notes and on the Documentary Evidence Sheet) 





3. Complete Section X and, if necessary use a Documentary Evidence Sheet (DES), which is available on the CAS website). If using a DES, don’t forget to write down the applicant’s name and CRB application number, and to sign and date the form. 





4. You should complete Section X line 15 after seeing two group 2 documents with an address that are not in section X. 





Do not complete Sections Y or Z at all. 





Complete a Churches’ Agency for Safeguarding (CAS) form with the applicant; CAS forms are available on this website or through your denomination’s website. 


Applications should be sent to: The Churches Agency for Safeguarding, 25 Marylebone Road, London, NW1 5JR. Do not send anything to the CRB. 








DISCLOSURE APPLICATION PROCESS FOR SCOTLAND 


This application process differs to that for England and Wales but all parts must be completed in black or blue ink and correction fluid must not be used. 





• APPLICANT - To obtain an application form, contact your denomination or telephone the Churches’ Agency for Safeguarding (see below). We are available 9am-5pm Monday to Friday. Unlike the English/Welsh form, no part will be pre-printed with your details. 





You must complete the following parts of the Disclosure Application: Parts A and B in full; lines C1 and C2 ; line D1 and if for a paid position, D2 and D3. Section E should not be completed.  It is filled in by staff at CAS and CRBS.





• FEE - The charge for processing applications for those in a paid position in Scotland is £20.00. If you are in a paid role, the cheque should be made payable to ‘Disclosure Scotland’ and enclosed with your application. 





Fees for Methodist ministers and deacons will be collected centrally and so there is no need for a cheque to be sent with applications for these two roles. 





When you have made sure that you have correctly completed the form where required, take the application and cover sheet with your identity documents to your verifier. 





• VERIFIER - Check the applicant’s identity documents against the information they themselves have provided in Sections A and B of the application form. Any further documents should be noted on the documentary evidence sheet. 


There is no longer a cover sheet to complete. 





Complete a Churches’ Agency for Safeguarding(CAS) form with the applicant; CAS forms are available in Safeguarding (April 2003) or in the September and November 2002 Bulletin and on this website. 


Applications should be sent to: The Churches Agency for Safeguarding, 25 Marylebone Road, London, NW1 5JR. Do not send anything to the CRBS. 








ALL APPLICATIONS – WHAT HAPPENS NEXT?





If the form is correctly completed we will countersign it and forward it to the CRB or the CRBS. If there is an error, it will be returned to the applicant. 


When the applicant receives their Disclosure, they and their verifier will shortly afterwards receive a letter from ourselves. If this does not happen, please contact us. 


If you have been waiting eight weeks since sending your Disclosure application form to CAS and have heard nothing, please contact us. 


Because the CAS currently sometimes has a backlog of applications please begin the application process as early as possible if your Disclosure is required for a particular date or event. 


Issued by: The Churches’ Agency for Safeguarding 


Located at: Methodist Church House, 


25 Marylebone Road, London NW1 5JR . 


Tel: 020 7467 5216/5265/5206/5189/5280 


www.churchsafe.org.uk e-mail: cas@methodistchurch.org.uk       











