How to get your documents Notarized and Apostilled
Degree Certificate
Step One – Take your origional degree to a solicitor.  Ask them to notarise a copy of your degree.  They will make a photo copy and then they will stamp the copy, sign it and date it.  The stamp on the copy will say something like “ We (solicitors name) of (address) certify that this is a correct copy of the origional document.”
The solicitor who stamps it also needs to sign it, date it and make sure their own name is printed clearly on the document.  This will be sufficient for getting your degree certificate Apostilled.

Step Two – Go to the Foreign and Commonwealth Office website - Apostille and Legalisation are the same thing.  The Foreign and Commonwealth Office in the U.K  use the term leaglisation on their website.
http://www.fco.gov.uk/en/about-us/what-we-do/services-we-deliver/legal-services/Legalisation/
From here go the Milton Keynes Postal Service link – http://www.fco.gov.uk/en/about-us/what-we-do/services-we-deliver/legal-services/Legalisation/030-Links/010-How-to-apply/
 From here there is a step by step guide on how to complete the application form.  There are also guidance notes on what documents they can and cannot Legalise/Apostille.

Step Three – Pay for the Legalisation/Apostille using the Foreign and Commonwealth Office website.  Remember to print of the payment confirmation page as you will need to include this in the application.

Step Four – Print the application form.  Complete the application form.  

Step Five -  Send the application form, your payment confirmation, your origional degree and the notarised copy of your degree to the Foreign and Commonwealth Office.  You should receive the Apostilled document and your origional degree back within 3-4 days.

Criminal Record Check
Step One – Order a criminal record check from Disclosure Scotland.  Make sure you read all the guidelines and follow each step on their website to avoid any delay.

www.disclosurescotland.co.uk 

Step Two – Getting Your Document Notarised
There are two ways of getting your documents notarised.  

1. After ordering your criminal record check send an email to Disclosure Scotland asking for the resident notary to Notarise your criminal record check before sending it back to you.  This is the easiest and cheapest way. Disclosure Scotland do advise that they can do this on their website.

or

2. Find a notary in your area –  http://www.facultyoffice.org.uk/Notaries1.html or use Google to do a search.  A notary will be able to Notarise your criminal record check in an hour however it is a lot more expensive.  The notary will however ensure that the document is notarised correctly and as most are based at soliciotors they can ensure the safe delivery and return of your documents from the FCO.  

Note:  The Foreign and Commonwealth Office in the U.K will not Apsotille/Leagalise a notarised copy of a Disclosure Scotland check or any other form of criminal record check.  The Notarised document needs to be the origional criminal record check.  The origional document must be Notarised before the Foreign and Commonwealth Office will Legalise/Apostille the document.  

Step Three – After getting your criminal record check Notarised send it off to the Foreign and Commonwealth Office.  It is possible to send two documents to the FCO at the same time by requesting that you need more than one document Apostilled/Legalised on the application form.  

If you have any further problems or questions it would be best to contact the FCO legalisation office directly LegalisationEnquries@fco.gov.uk or telephone 03700 00 22 44 between 10.30am and 13:30pm as per the U.K Foreign and Commonwealth Office website.
