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QUICK GUIDE FOR COMPLETING:

ENHANCED DISCLOSURE APPL

· Please complete this Application Form in CAPITAL LETTERS, using BLACK INK. 
· Applicants must complete Parts B, D, E, F and G and return the Form to North West Volunteer Centre at 22 Bishop Street Derry/Londonderry BT48 6PP (Tel:02871 271017) or 
      2 Mourne Villas Strabane BT48 8BG (Tel: 02871 381800) 
· 
PART A – TYPE OF APPLICATION

Indicate the type of Disclosure being requested by marking ‘X’ in the appropriate box If you are unsure speak to North West Volunteer Centre or ACCESS NI 028 90 25 91 00 who will advise you. 
PART B – PERSONAL DETAILS
B1 Title - Mark ‘X’ clearly in the appropriate box. Examples of ‘other’ may be ‘Reverend’, ‘Sister’ etc.

B2 Surname - Enter your current Surname or last name. This will be the name that appears on your Disclosure Certificate.

B3 Forename(s) - Please write your full first name not just initials. Include all your forenames if you have more than one.

B4 Name usually known by - Use this section to include abbreviations, nicknames, etc by which you are more commonly known.

B5 Surname at birth (if different) - If your surname at birth was different from your current surname please provide details and the date during which the names were used. This would only be applicable where your surname is different from your current surname ie changed by marriage, deed poll, etc.
B6 Any other surname(s) used? - One of the boxes must be completed. This applies to all other previously used surnames you have used during your lifetime eg previous marriages, previous deed poll changes. Please also supply dates of changes. If Yes, complete F1- F4, if No go to B7.

B7 Any other forename(s) used? - One of the boxes must be completed. This applies to all previous forenames you have used during your lifetime and the dates when these names were used. If Yes, complete F5 – F8

B8 Gender - Mark on the appropriate box. If you are transgender and do not wish your employer to know of your previous gender, please contact AccessNI for advice.

B9 Date of Birth - enter the day, month and year you were born in the format

DD/MM/YYYY – e.g. 04/03/1960.

B10 Place of Birth - Enter the name of the town and the country where you were born.
B11 National Insurance Number - Enter in spaces provided. This can normally be found on your payslip or any personalised Customs and Revenue Documents.

B12 Driving Licence Number - Enter the full Driving Licence number as found on your UK driving licence (point 5 on your driving licence refers)

B13 Do you hold a valid passport? - if No, go to B17, if Yes you must complete B14, B15 and B16.

B14 Passport number - Enter Passport number. The passport should be valid.

B15 Nationality - Enter your nationality as indicated on your passport.

B16 Country of issue - Enter the Country your passport was issued in

B17 Do you have an ISA registration number - if yes you must complete B18

B18 ISA Registration number

B19 Do you have a Scottish Vetting & Barring number - if yes you must complete B20
B20 Scottish Vetting and Barring NumberB21 Preferred contact number – Enter the number you would preferAccessNI to contact you on if necessary.
PART D – APPLICANTS CURRENT AND DELIVERY ADDRESS
D1-D6 Current Address - Please note that this will be the delivery address of the Disclosure Certificate. It should be your home address or, where this is not possible, Halls of Residence or temporary lodgings. Also include the date from which you have been a resident at this address. Each section must be completed. It is essential you supply a date at D6. If the date is within the last 5 years you must complete additional addresses to cover the full 5 years in Part E. Please give full address details, including postcode and dates of residence. If you do not provide a full 5 year address history your Form will be returned unprocessed.

D7 – D11 Delivery Address (if different) - This is the address to which you would prefer AccessNI to forward the Disclosure Certificate to. If it is the same as your current please leave blank.

PART E – ADDRESS HISTORY

E1-E12 Previous Address(es) - If you have lived at your current address for less than 5 years you will need to provide your continuous address history for the last 5 years. You should include addresses outside the UK where appropriate. There must be no gaps in the dates provided; overlapping dates are acceptable. Please give full address details, including postcode. If your address history does not fit in the spaces provided you can download an Address Continuation Sheet from www.accessni.gov.uk. Or contact North West Volunteer Centre
PART F - NAMES HISTORY

Only applies if you have any previous surnames or forenames not recorded in Part B6 and B7. This should be completed if you have answered yes to B6 or B7. There must be no gaps in the dates; overlapping dates are acceptable.

F1-F4 - Insert any additional surnames used, and dates

F5-F8 - Insert any additional forenames used, and dates

If necessary, please use an additional page, clearly writing your current name and date of birth at the top of the page.

PART G – DECLARATION BY APPLICANT

Please read this section carefully as it is where you declare that all the information provided is correct and up to date. You must provide your signature and ensure that you print your full name and enter the date on this section of the Form.

G1 Do you have any convictions - Have you ever been convicted of a criminal offence or received a caution, reprimand or warnings by the police. Place a cross in the relevant box

G2 Signature of Applicant - place your signature ensuring it stays within the box provided

G3 Date of Signature

G4 Insert your name in capitals
H1 Please put an X in the relevant box

H2 Position applied for  - This should state if it is a paid or voluntary position e.g. volunteer committee member 
H4 – H9 please contact the centre for further information 

H10 Please tick if you are new to the post or have been already in post

Part I & Part J leave blank for lead/counter signatory’s to complete from the NWVC
COSTS
Enhanced ACCESS NI check for a Volunteer = £5.00 (administrative fee) Please contact ACCESS NI for definition of a Volunteer
Enhanced ACCESS NI check for a Paid Post = £40.00 (Includes administrative fee and payment of £30 to Access NI)
PAYMENT DETAILS
Cash and cheque payments are accepted at the North West Volunteer Centre at either Strabane or Foyle office. 

Please DO NOT make payments to ACCESS NI.

Any cheque payments should be made payable to Churches Voluntary Work Bureau no. 4 Account
Contact Seanna at the Foyle office for invoicing/account enquiries.

N.B If you have large number of ACCESS NI applications (i.e. six plus) to process on behalf of a group or organisation it is advisable to contact the centre in advance.  

Notes & Guidance for


Applicants completing ACCESS NI forms





The following fields are MANDATORY and must be completed by the applicant; failure to complete information in the following fields will result in the form being unprocessed


B1, B2, B3, B4, B5, B6, B7, B8, B9, B10, B13, G1,G2, G3,G4





PART C – APPLICATION FOR REGISTRATION WITH ISA 


ISA REGISTRATION IS NOT AVAILABLE AT THIS TIME PLEASE IGNORE THIS SECTION  





North West Volunteer Centre


22 Bishop Street


Derry/Londonderry


BT48 6PP


Tel 02871 27 10 17


� HYPERLINK "mailto:seanna@volunteeringnorthwest.co.uk" ��seanna@volunteeringnorthwest.co.uk� 











North West Volunteer Centre


2 Mourne Villas, Lower Main Street


Strabane


BT82 8BG


Tel 02871 381800


� HYPERLINK "mailto:strabane@volunteeringnorthwest.co.uk" ��strabane@volunteeringnorthwest.co.uk� 








