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Adding a New Adult

NOTE:  Steps 1 to 3 are required for Non-Member - Needs Disclosure (formerly known as Occasional Helper)



Recruiter (e.g. Lead Volunteer) obtains the following 
information from the new adult : 

• First Name 
• Middle Name 
• Surname 
• Previous Surname 
• Date of Birth 
• Address incl Post Code 
• Email Address 
• Mobile Phone Number
• Details from 3 forms of ID for DBS

1 Collect basic information



• Recruiter adds new adult to the Membership System 
(https://membership.scouts.org.uk) entering the basic 
information received, and adds their role 
(DO NOT REQUEST DBS YET !) 

• New volunteer receives an email from the Scouts asking 
them to log in 

• If not received, follow these instructions : 
• Go to https://membership.scouts.org.uk 
• Click “Forgot Password” 
• Enter your email address and click “Send Verification Code” 

(Note this code may go into your Spam folder) 
• Once you have entered the code you’ll be asked to set a password 

and then you can log in 

• Once logged in, the new adult : 
• Completes the declaration and fill in any missing information. 
• Tells the Recruiter they’ve done this (there’s no auto notification 

process) 
• Can also apply for references (Section 5) and start training (Sections 

4 and 6)

2
Account Setup



Once the new adult has completed their sign in and updated their 
profile, the Recruiter selects “Requests Disclosure” and chooses “All In 
One” in the Membership System.

• The new adult receives an email from The Scouts inviting them to 
complete the DBS check. 

• They follow instructions in the email and enter all their ID details. 
(The new adult enters ALL the ID not the Recruiter as before) 
Important – it MUST be exactly the same ID as shown to the Recruiter previously 

• The Recruiter finds the new member by 
searching for their first name and surname 

• Click their name when it appears underneath in 
“Disclosure Applications” 

• Click “Update as ID verified” 
• Enter the ID requested 

It will only ask for a few small pieces of information, such 
as last 4 digits of the driving license, or the issue date of 
the birth certificate for example. 

3
Apply for DBS

Once the Recruiter has completed the verification, the DBS will be 
processed as normal. 

The Recruiter can check on progress by going back into 
https://thescouts.disclosures.co.uk/ 

• The new adult informs the Recruiter they’ve 
done this (there’s no auto notification process) 

• The Recruiter logs into 
https://thescouts.disclosures.co.uk/ 

• Click the blue bar and log in using the same log in details for the 
Membership System (not any previous details) 

• The first time you long in you will need to complete some 
declarations and learning 



• The new adult must request two references, they can not be 
relatives and one must have known you for 5 years or more. 

• The new adult must enter the names and email addresses of their 
two referees into the Membership System.

• Log into https://membership.scouts.org.uk/ 
• Click 'My profile’  
• Click 'Roles and accreditations’. 
• Click 'My Roles’. 
• Click 'My references’. 
• Enter the 'First name', 'Last name' and 'Email' into the boxes for at least 2 

referees. 
• Tick the box to confirm you have read and understood the guidance before 

submitting the references. 
• Click 'Submit’. 

• The system will send the referees a short form to complete
• There is no way for the Recruiter to see progress, you only find out when 

both references are returned OK

4
Safety & Safeguarding Learning

The new adult must complete two initial training courses within 
30 days of joining 
• Log on to https://learn.scouts.org.uk 
• Complete SAFETY and SAFEGUARDING learnings

Each one is online and take approximately 20 minutes to 
complete 

5
References



The new adult must complete Growing Roots learning within 
6 months 

• Log into https://learn.scouts.org.uk 
• Check the “Learning you need” page for due dates
• Complete modules before due date 

6
Welcome Conversation

The new adult must have a “Welcome Conversation” with 
Team Leader and independent adult (with this accreditation)

7
Growing Roots Learning

8 FULL role

Recruiter can check the status  in the membership system 
Once all previous steps are complete, role will convert to full


