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Introduction 
A standard Disclosure Scotland check is required when applying for an entrance 
certificate and again when applying for admission to the roll of solicitors. The 
Disclosure Scotland form must be countersigned by the Law Society and therefore 
we cannot accept any other disclosures that have been completed before.  

An entrance certificate is required by every trainee prior to starting their 
traineeship. A trainee cannot call themselves a trainee solicitor until they have 
been granted their entrance certificate by the Law Society.  

When applying for admission to the roll of solicitors you will need to complete a 
standard disclosure again (unless your previous disclosure completed with the 
Law Society is 6 months or less old). The process and form are the same for the 
entrance certificate and applying to the roll.  

Failure to complete this form correctly will result in it being rejected by Disclosure 
Scotland, which will result in delays with issuing the entrance certificate, or being 
admitted to the roll. It is vital that you read this guidance thoroughly before filling 
out and submitting your form.  

Once complete, your form should be uploaded to your application portal in a word 
format (when applying for an entrance certificate) or emailed to 
davidmacdougal@lawscot.org.uk (if applying for admission to the roll) and not 
sent directly to Disclosure Scotland. If you are unsure of any of the points in this 
form, then please contact the admissions team on legaleduc@lawscot.org.uk for 
guidance.  

Further information about the entrance certificate process and admissions to the 
roll process can be found on the law society webpages here: Information for 
trainees and traineeship providers | Law Society of Scotland (lawscot.org.uk) 

  

mailto:davidmacdougal@lawscot.org.uk
mailto:legaleduc@lawscot.org.uk
https://www.lawscot.org.uk/qualifying-and-education/qualifying-as-a-scottish-solicitor/the-traineeship/information-for-trainees-and-practice-unit/
https://www.lawscot.org.uk/qualifying-and-education/qualifying-as-a-scottish-solicitor/the-traineeship/information-for-trainees-and-practice-unit/
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Section 1: About you, the individual 
 

 
 

Your title, surname and forename(s) (including any middle names) should match 
your Law Society application and is your current name.   

Gender will need to match your birth certificate. 

If your name has changed then please list all of your previous names. If you have 
had more than one name change then please list all of your previous names on a 
separate list of paper. Please provide proof of your name change.  

Enter your mother’s maiden surname only. If this is not known then contact 
Disclosure here: Disclosure Scotland - mygov.scot 

Enter your date of birth, town of birth, country of birth and nationality as they 
appear on your birth certificate. 

 

Select Standard from the 
drop-down menu. 

https://www.mygov.scot/organisations/disclosure-scotland
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Enter your national insurance number, you can get this from a recent pay slip or by 
calling HMRC. 

Your full driving licence number is the long list of numbers and letters on the front 
of your license, including the 2 numbers at the end. This will need to be provided 
whether the licence is full or provisional.  

Your passport number will be found on the photo page of your passport.  
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Section 2: Your contact details
Please use the same contact details here that the Law Society has on file for you 
and that you put in your entrance certificate and admission to the roll application. 
As a minimum your email must be provided. 
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Section 3: Your current address 
Please enter the details of your current home address. 

 
If you have not lived in this address for 5 consecutive years then Disclosure 
Scotland will require your full 5 year address history. Please see more information 
in the section below. 

This address must match the proof of address document that you provide to the 
Law Society.  

If your current address is your family home and you have recently moved back 
there, please put the date that you returned to that address, in the 'resident from' 
box. Do not put the date that you originally moved into that property, unless you 
have lived there on a continuous, uninterrupted basis. This may mean that you 
have to list some addresses, such as family homes, twice or more, if you have 
lived there on separate occasions (such as during the summer holidays). 
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Section 4: Your previous addresses 
 

Disclosure Scotland require a 5-year 
address history. The address listed in 
section 3 above should be where you 
are currently staying. 

Section 4 requires you to list all of 
your previous addresses for the last 5 
years, this should be in date order 
with the most recent first and the 
oldest last. For example, if you are 
applying for an entrance certificate in 
May 2024 then you need to list all of 
your addresses from May 2019.  

You must include all address in your 
5-year history. If you moved between 
term time and holiday 
accommodation, then you must 
include each move. 

Disclosure Scotland provide 4 
sections for your previous addresses. 
If you require more space then please 
provide the additional addresses on a 
separate piece of paper, in the same 
format as given in this section, and 
send it to legaleduc@lawscot.org.uk.  

Failure to provide a full 5-year history 
to the exact month, or providing one 
that is not in date order as stated 
above, will result in Disclosure 
Scotland rejecting the application, 
resulting in unnecessary delays to the 
processing of your application.  

 

 

 

 

 

 

 
 

 

 

 

  

mailto:legaleduc@lawscot.org.uk
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Section 5: Declaration on application 
Please sign and date the application in this section below.  

 

  



 

How to complete a Disclosure Scotland Form  Page | 9 

Section 6: Payment 
Entrance Certificate 

The payment of £25 should be paid directly to Disclosure Scotland by card via the 
payment portal here; Disclosure Scotland Payments. 

Please ensure that you select the standard disclosure in the list of options.  

Once payment has been taken you will be provided with a 9-digit reference 
number, please enter this at the bottom of this section. Please ensure you keep a 
note of this payment reference number once you make payment as Disclosure will 
not be able to provide it if you cancel out of the payment page once the payment 
has been processed. This could result in you having to pay twice and seeking a 
refund from Disclosure Scotland for the initial payment.  

Admission to the roll 

If you are paying for this individually then please follow the instructions above in 
the entrance certificate section. If your firm or company are paying the fee along 
with your admission fee then the £25 fee will be included in the invoice that they 
will pay.  

 
All sections below the payment are for the Law Society of Scotland to complete 
and therefore should be left blank.  

  

https://payments.disclosure.scot/pad
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Submitting your form to the Law Society of Scotland 
Do not send your form directly to Disclosure Scotland, instead please upload 
your completed application in Word format (not PDF), to the online portal when 
uploading all of the other supporting documents for your entrance certificate or 
send along with you application for admission to the roll. Any additional address 
history can be sent to legaleduc@lawscot.org.uk and we will match it to your 
application. 

 

 

 

 

 

 

 

 

mailto:legaleduc@lawscot.org.uk


 

For further information, please contact: 
Education, Training and Qualifications 

Law Society of Scotland 
 0131 226 7411   

legaleduc@lawscot.org.uk 
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