Access NI – notes for completing Disclosure Application Form
Access NI was established by a joint programme between the Northern Ireland Office, the Dept. of HSSPS, the Dept. of Education and the PSNI. It is a means by which organisations can be assisted to make informed recruitment decisions, by being provided with criminal history information about those seeking paid or unpaid work within golf clubs. Access NI operates under the provisions of Part V of the Police Act 1997. Checks should only be used as part of an overall safe recruitment and child protection policy, such as training and supervision.

From October 2009 clubs in Northern Ireland under ‘Safeguarding Vulnerable Groups’ legislation were obliged to ensure that everyone who works with children or vulnerable adults ‘frequently’ or’ intensively’ has completed an ‘enhanced check’, through Access NI. However in early November the British Home Secretary, Theresa May, announced a review of the VBS scheme, which means that while the provision of the Access NI service still exists employers are not ‘required by law’ to carry out checks. However, it is still ‘good practice’ to complete a robust recruitment procedure with all employees and volunteers new to a position within the club/organisation, so we would strongly recommend that you proceed with Access NI vetting checks.

Junior Golf Ireland is the umbrella body for golf in Ireland and those working with children can complete the Access NI check through JGI. The service is free for volunteers but paid positions, such as secretary managers or professionals, are charged by Access NI.
Clubs should: 

· Decide if a vetting check is needed for the role the adult will hold within your club – that is decide if the person is in a ‘regulated position’, do they work with children either frequently, 1 per/month or ‘intensively’, e.g. summer camps?  Catering staff do not need to be checked but if they have a lot of contact with children you should consider staff completing a ‘basic check’ which can be done with local PSNI 
· Inform all those who need to complete checks, paid and unpaid personnel

· Forms can be downloaded from the Access NI website (www.dojni.gov.uk/accessni
Enhanced/Standard Applications). Forms should be returned in full, even if you have left some      pages blank.
· Verify identity of applicant. This should be done by Secretary/ Manager or Hon. Secretary of the club, using notes and sample letter at end of this document, do not enclose original identification documents (such as passport, birth cert., etc.)
· Verify the role that the person is holding, for example, coach, selector, transporting children, committee member or junior convenor. This should also be done by Secretary Manager or Hon. Secretary – Part 4, Question H2 and H3 
· Forms should be sent to Junior Golf Ireland at Carton Demesne, Maynooth, Co. Kildare, with appropriate fee where necessary. Send all pages of the form, (even if blank) and enclose payment, for those working in paid positions, cheques made payable to Junior Golf Ireland, (who pay Access NI on account each month).
Applicants should:

· Download the application form from www.dojni.gov.uk/accessni (use Enhanced/Standard Applications on the home page
· Complete the form in CAPITAL letters using black ink, see notes overleaf
· Have ‘identity’ proven by the club, see notes and form at the end of this document
· Tick for enhanced check, Part A, Question A1
· Questions A2, A3, A4 will be completed by JGI
· Complete Part B, Questions 1 – 21 

· Complete Part C, Question C1, answer ‘NO’
· Complete Part D, Questions 1 – 11

· Complete Part E, only if applicable

· Complete Part F, only if applicable 

· Complete Part G
· Complete Part H, Questions H1, 2 & 3 – do not leave these questions blank
· Return the form to the person who asked you to complete it. The Club (Secretary Manager / Hon Secretary) to complete H9 & H10.

· Junior Golf Ireland will complete H4, 5, 6, 7, 8 & H11.
· Include the appropriate documentation to prove your identity, see notes at end of this document. 
· For Part I tick ‘on account’ – Vetting is free for volunteers but all members of PGA Irish Region or those working in a paid capacity should enclose the appropriate fee, £30, cheques made payable to Junior Golf Ireland, who pay Access NI on account each month
· Do not complete Part J – this will be done by Junior Golf Ireland
The form will be signed by the registered body (JGI, acting as an umbrella body) and sent off to Access NI with payment (£30).  Access NI will carry out an Enhanced Check and issue a ‘Disclosure Certificate’ to both the registered body (JGI) and the applicant. JGI will inform the club and/or any necessary organisations within golf (such as PGA, GUI or ILGU) of the information received on receipt of the certificate from Access NI. They will advise if further action is necessary. JGI or related organisation will also contact the applicant as appropriate.
If the applicant believes the information disclosed about them is inaccurate they should contact the registered body to raise the matter with Access NI. 
Below is the form to be used by the club verifying the identity and role of the applicant. This should be completed by the Secretary/Manager or Hon. Secretary. Please return to JGI and keep a copy for club records. 
NOTE: 
HAVE YOU?
(a) Enclosed all pages of the Access NI Disclosure Application Form

(b) Attached a completed identity page – (do not enclose original identification documents)
(c) Enclosed cheque made payable to Junior Golf Ireland – usually PGA professionals & Secretary/Managers

ACCESS NI – IDENTITY CHECK

The Secretary Manager OR Hon. Secretary of your club is the designated person authorised to check the applicant’s identity. Page 2 of the Disclosure Certificate Application Form details the documents which must be produced to prove identity. Three documents must be produced; one from Group 1 and two from Group 2, see lists on next page.  Please detail below valid documents which are being used to verify the applicant’s identify.

Name of Individual being checked ………………………………………

GROUP  1
 (i)
………………………………………………………..


GROUP  2
(ii)
………………………………………………………..



             (iii)
………………………………………………………..

Hon. Secretary OR Secretary Manager DECLARATION

I have checked the identity of the individual in the attached application form against the documents listed above and confirm that this is the person who is applying for a disclosure certificate. I have informed the applicant that this information will be passed to Junior Golf Ireland and they have agreed to share their personal information with JGI and appropriate, relevant golf organisations.
Name……………………………………………………..

Secretary Manager / Hon. Secretary

(please circle as appropriate)

Name of Club     ………………………………
Signed……………………………………………………
Date………………………………………

WARNING

It is an offence if you knowingly make a false statement for the purpose of obtaining, or enabling another person to obtain a Disclosure.

PAYMENT

Disclosures are free for all volunteers.  However Access NI levy a charge, currently £30, on any disclosure application re a professional/ paid position.  If required the applicant should make the cheque payable to Junior Golf Ireland. 

Please return this declaration form and cheque (where applicable) with the disclosure application form to:

Junior Golf Ireland

Carton Demesne
Maynooth
Co. Kildare
Proving your identity

You will be asked to produce several documents to prove your identity. Please use the documents below to assist your Secretary Manager / Hon Sec. to verify your identification. Three documents must be produced in the name of the applicant; one from group 1 and two from Group 2. If this is not possible five documents from Group 2 must be produced. It is preferred that at least one of these includes photographic identification.

Group 1

· Valid passport (any nationality)

· UK Driving Licence Full or Provisional – England, Wales, Scotland, Northern Ireland, Isle of man; either photocard or paper (a photocard is only valid if accompanied with the paper counterpart)

· Original UK birth certificate (issued within 12 months of date of birth, full or short form acceptable)

· Valid photo identity card (EU countries only)

· UK Firearms licence

· HM Forces ID card (UK)

· Adoption Certificate (UK)

Group 2

· Marriage certificate / Civil Partnership Certificate

· Non-original UK birth certificate (issued after 12 months of date of birth, full or short form acceptable)

· P45/60 statement

· Utility bill (electricity, gas, water, telephone – including mobile phone contract/bill)

· Valid TC licence

· Credit card statement

· Store card statement

· Mortgage statement

· Valid insurance certificate

· Certificate of British nationality

· British work permit/visa** 

· Asylum Registration Card

· Access NI Disclosure Certificate

· Personal correspondence or a document from a Government Department *
· Bank of Building Society Document*
· Financial statement e.g. pension, endowment, ISA**

· Valid vehicle registration document

· Mail order catalogue statement*

· Court summons

· Valid NHS card

· Court Claim Form

· Addressed payslip*

· National insurance number card

· Examination certificate (e.g. GCSE, NVQ)

· Letter from a Head Teacher*

· Child benefit book

· Smartpass

*documentation must be less than 3 months old
**documentation must be issued within the last 12 months
