Access NI – New Online Vetting Arrangements

From 1st April 2015 applicants who need to undergo an Access NI  check  will be required to apply electronically. Applications go live and anyone wishing to apply for a disclosure check must apply online. The online system will speed up the process enabling applicants to receive their disclosure check quicker. Checks for volunteers remain free.
The following outlines the procedures which applicants and Club and Branch Safeguarding officers must follow.

Applicant Instructions:

1. Obtain an Info, PIN Notification and ID Validation Form from your Club CWO. This must include PIN number at part 5 (the club CWO must input this before giving the form to you).

2. Go to www.nidirect.gov.uk/apply-for-an-enhanced-check-through-a-registered-body
3. Select the green button to apply for an enhanced check through a registered body.
4. If you do not already have an account click “create an account” – 4 stage process
5. Register your account - create a user ID and password (it is important to remember these details to track your application). 
6. You will receive an email directing you to activate your account and login.
7. Proceed to complete the application entering the 6 digit PIN you received on the Info, PIN Notification and ID Validation Form from your CWO at Step 1.

8. Ensure you enter the name of your club in “organisational reference” box.

9. At Step 12 take a note of your 10 digit Access NI reference number and include it in part 7 of the Info, PIN Notification and ID Validation Form you were given. Click on Confirm and Proceed to finish the process.
10. You can track your application by following the directions on the screen.
11. Complete yes or no to the question at part 8 of the Info, PIN Notification and ID Validation Form

12. Return form along with the required identification documents to your club CWO. They will forward to IRFU (Ulster Branch) to enable your online application to be processed by Access NI. IRFU (Ulster Branch) are unable to forward your application until they receive this form fully completed.
NOTE:
· you are unable to move to the next section of the application process until all has been completed on the previous one

· pressing Next automatically saves all previous pages

· An email will be sent to applicants from Access NI as application progresses
· You should present your disclosure certificate to the Club CWO on receipt
Club Child Welfare Officer Instructions:

1. Obtain Info, PIN Notification and ID Validation Form from IRFU (Ulster Branch) with 6 digit PIN number from Paul Whitten. 
2. Give the form to those you wish to be checked

3. Individual goes to Access NI link on form, registers and completes the application online as outlined above.
4. Applicant returns PIN Info, Notification and ID Validation Form to you with proof of ID as outlined. Please ensure that the 10 digit Access NI reference number is completed (part 7) and answers question 8 (compulsory). Tick page 2 as appropriate.
5. Fully complete all sections of Identity Validation club/organisation name and return completed form to Paul Whitten at IRFU (Ulster Branch)

6. You should ask to see applicants certificate once received and record same

NOTE: No online applications will be forwarded to Access NI for processing until the fully completed PIN Notification and ID Validation Form is received by IRFU (Ulster Branch)
For information contact:

Paul Whitten  02890493111

