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This pack is a collec6on of good prac6ce guidelines and templates that your club can use to help
keep children safe and promote their wellbeing. The informa6on within this resource is regularly
reviewed and incorporates any new and updated child wellbeing and protec6on guidance and
legisla6on. In this resource a child or young person is deﬁned as someone under the age of 18.
In order to ensure your club is a safe environment for children and young people it is
recommended that all secQons of this pack are implemented whether using your exisQng policies
or the templates provided.
The pack is wriden with Golf Clubs in mind. It provides guidance and support for staﬀ and volunteers
working with children and any member of staﬀ or volunteer taking on the role of Safeguarding
Oﬃcer (SO – formerly Child Protec6on Oﬃcer or CPO). It should be read in conjunc6on with other
relevant policies and procedures.
You can use it:
•

in its en6rety or select only the relevant sec6ons

•

to look at what is already in place at your club – to conﬁrm the posi6ves and or iden6fy any
gaps

•

to develop policies and procedures - templates can be used as is or changed to suit your
club’s needs

Throughout this guidance we will refer to volunteers/staﬀ. By this we mean anyone involved in the
delivery of junior golf for example paid or unpaid staﬀ including volunteer coaches, parent helpers,
oﬃcials etc.
Further Support
Further guidance and support is available from the Scogsh Golf Safeguarding team who can be
contacted at safeguarding@scogshgolf.org
If you have an immediate and serious concern about the safety of a child, contact the police and/
or social work child protecQon team. Contact details of social work can be found on the relevant
local authority website.

OUR RESPONSIBILITY
We all have a role and responsibility to promote, support and safeguard children’s wellbeing in
Scogsh Golf. Ensuring a child’s wellbeing at all 6mes, includes celebra6ng when things have gone
well, understanding a child’s circumstances and forming posi6ve rela6onships.
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Golf can contribute in many diﬀerent ways to a child’s posi6ve wellbeing, these include the health
beneﬁts of being ac6ve, the achievements they make in gaining new skills and their experiences of
being included and respected by their peers.
To ensure we can respond to situa6ons when a child needs help or support, we must ﬁrstly
understand their rights and the meaning of wellbeing. Secondly, we must recognise a number of
risks that exist for children in golf and therefore put in place a range of safeguards that minimise
these risks. These are managed and promoted by people within par6cular roles who receive speciﬁc
training for their level of responsibility. It is necessary for this understanding and the appropriate
processes to be in place if ever a child’s wellbeing or need for protec6on is iden6ﬁed as a concern.
Scogsh Golf can then respond and support any child who needs help, informing the relevant
agencies and organisa6ons.
These policies, procedures and safeguards, as well as training will give us the conﬁdence and support
needed to fulﬁl our role and responsibility to keep children safe in golf.
Scogsh Golf has worked in partnership with Children 1st to produce this resource and would like to
thank them for their kind permission on the use and adapta6on of their materials.

CHILDREN’S WELLBEING IN SCOTLAND
It is important to recognise what we mean by children’s wellbeing. As part of Scotland’s na6onal
approach to ‘Gegng it Right for Every Child’ (GIRFEC), the wellbeing wheel below demonstrates the
eight indicators that are believed to be essen6al for a child’s overall wellbeing.
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Organisa6ons working with children must play their part in making sure they are safe, healthy,
achieving, nurtured, ac6ve, respected, responsible and included, these are commonly known as the
SHANARRI indicators.
It is essen6al that in Golf we understand these wellbeing indicators and if we are ever worried that
something is impac6ng a child’s wellbeing, we know who to share that with.
As part of the ‘Children and Young People (Scotland) Act 2014’, the concept of wellbeing and the
GIRFEC approach is now enshrined in law.

OrganisaQons should aim to promote these SHANARRI indicators through the following:
Safe – Ensuring all those working with children have been through the appropriate vegng process
and adended relevant training so they can safeguard children from harm, neglect or abuse.
Healthy – Enabling children to experience the physical and mental beneﬁts of being ac6ve and
suppor6ng young people to make healthy choices.
Achieving – Suppor6ng children to develop skills, conﬁdence and self-esteem through encouraging
eﬀort.
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Nurtured – Ensuring the golﬁng environment is s6mula6ng, enabling a child to develop a range of
skills and realise their poten6al.
Ac6ve – Providing opportuni6es to be physically ac6ve through par6cipa6ng in golf.
Respected – Making sure all children are treated with respect by adults and peers regardless of what
they may have done or failed to do.
Responsible – Educate children on the importance of rules, e6quede and honesty and encourage
them to take an ac6ve role in making decisions.
Included – Ensure all children are included and have the opportunity to make a valuable contribu6on
to the sport.

SECTION 1
TEMPLATE POLICY STATEMENTS
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BRAEHEAD GOLF CLUB CHILDREN’S RIGHTS - POLICY STATEMENT
Braehead Golf Club is fully commided to embedding a rights-based approach throughout the sport.
We recognise and work within the general principles of the United Na6ons Conven6on on the Rights
of the Child (UNCRC) for the best interests of the child, non-discrimina6on, par6cipa6on as well as
survival and development.
For the purposes of this policy a child is recognised as someone under the age of 18 years. This
policy applies to all children regardless of age, gender, sexual orienta6on, disability, race, religion,
socio-economic status or family circumstance.
Braehead Golf Club will:
•

Respect the rights of children as paramount.

•

Provide opportuni6es for every child interested in playing golf to gain a posi6ve experience.

•

Include and involve children in decision making, providing opportuni6es for children to be heard.

•

Promote and implement policies and procedures to safeguard the wellbeing of children and
protect them from abuse, ensuring they know what to do and who they can speak to if they
need help.

•

Promote and implement policies and guidelines to prevent and respond to bullying, ensuring
they know what to do and who they can speak to if they need help.

•

Require members of staﬀ and volunteers to adopt and abide by this policy.

•

Train, support and supervise its members of staﬀ and volunteers to adopt best prac6ce in
embedding children’s rights and promo6ng, protec6ng and respec6ng these rights to children.

•

Respond to any concerns raised where a child’s rights are being denied.

•

Regularly monitor and evaluate the implementa6on of this policy, these procedures and
associated safeguards in developing our child-rights based approach and include children’s views
in this process.

Review
This policy and these procedures will be regularly reviewed:
•

In accordance with changes in legisla6on and guidance on children’s rights or following any
changes within Braehead Golf Club.
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•

Following any issue or concern raised about children’s rights being denied within Braehead Golf
Club.

•

In all other circumstances, at least every three years.
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BRAEHEAD GOLF CLUB SAFEGUARDING - POLICY STATEMENT
Braehead Golf Club is fully commided to promo6ng, suppor6ng and safeguarding the welfare of all
children in its care. Child protec6on and safeguarding means protec6ng a child from child abuse or
neglect, as stated within the Na6onal Guidance for Child Protec6on in Scotland 2014. We recognise
the responsibility to promote safe prac6ce and to protect children from harm, abuse and
exploita6on.
Staﬀ and volunteers will work together to embrace diﬀerence and diversity and respect the rights of
children and young people. This document outlines Braehead Golf Club commitment to protec6ng
children.
These guidelines are based on the following principles:
•

The welfare of children is the primary concern.

•

All children, whatever their age, culture, disability, gender, language, racial origin, socioeconomic status, religious belief and/or sexual iden6ty have the right to protec6on from all
forms of harm and abuse.

•

Safeguarding is everyone's responsibility.

•

Children have the right to express views on all maders which aﬀect them, should they wish to do
so.

•

Organisa6ons shall work in partnership together with children and parents to promote the
welfare, health and development of children.

Braehead Golf Club will:
•

Promote the health and welfare of children by providing opportuni6es for them to take part
in golf safely.

•

Respect and promote the rights, wishes and feelings of children.

•

Promote and implement appropriate procedures to safeguard the wellbeing of children and
protect them from abuse.

•

Recruit, train, support and supervise its staﬀ, members and volunteers to adopt best prac6ce
to safeguard and protect children from abuse and to reduce risk to themselves.

•

Require staﬀ, members and volunteers to adopt and abide by this Safeguarding Policy and
these procedures.

•

Respond to any allega6ons of misconduct or abuse of children in line with this Policy and
these procedures as well as implemen6ng, where appropriate, the relevant disciplinary and
appeals procedures.

•

Observe guidelines issued by local Safeguarding Commidees for the protec6on of children.

•

Regularly monitor and evaluate the implementa6on of this Policy and these procedures.
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Review
This Policy and these Procedures will be regularly reviewed:
•

In accordance with changes in legisla6on and guidance on the protec6on of children or
following any changes within Braehead Golf Club.

•

Following any issues or concerns raised about the protec6on of children within Braehead
Golf Club.

•

In all other circumstances, at least every three years.
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BRAEHEAD GOLF CLUB ANTI-BULLYING - POLICY STATEMENT
Braehead Golf Club is fully commided to safeguarding the wellbeing of all children in its care. We
understand that children’s wellbeing can be seriously impacted by bullying behaviour. Braehead Golf
Club therefore recognises the informa6on provided for children by respect me, Scotland’s An6Bullying Service: ‘Bullying is never acceptable; it doesn’t make a child beder or stronger to get
through it and it should never be seen as a normal part of growing up.
Bullying is a behaviour that can make a child feel frightened, threatened, len out and hurt.
Something only has to happen once to make a child feel worried or scared to go to school or other
places they enjoy going’. For the purposes of this policy a child is recognised as someone under the
age of 18 years. This policy applies to all children regardless of age, gender, sexual orienta6on,
disability, race, religion, socio-economic status or family circumstance.
Braehead Golf Club will:
•

Respect the rights of children as paramount.

•

Work together to develop posi6ve rela6onships amongst children and adults which are mutually
respecoul, responsible and trus6ng; and promote their emo6onal health and wellbeing.

•

Seek to prevent, reduce and respond eﬀec6vely to bullying behaviour, through the
implementa6on of this policy and guidelines.

•

Require members of staﬀ, volunteers and members of the Council to adopt and abide by this
policy.

•

Train, support and supervise its members of staﬀ, volunteers and members of the Council to
adopt best prac6ce to prevent, reduce and respond to bullying.

•

Address the needs of children who are bullied as well as those who bully within a framework of
respect, responsibility, resolu6on and support.

•

Respond to any concerns raised either in the experiences of children of poor prac6ce/
misconduct or abuse caused by an adult’s bullying behaviour.

•

Highlight bullying based on prejudice and perceived diﬀerences, to ensure our prac6ces are
eﬀec6ve in dealing with these issues.

•

Regularly monitor and evaluate the implementa6on of this policy and guidelines and include
children’s views in this process.

Review
This Policy and guidelines will be regularly reviewed and will include children’s par6cipa6on and
feedback on the content and actual experience of implementa6on as part of the review:
•

In accordance with changes in guidance on an6-bullying or following any changes within
Braehead Golf Club.
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•

Following any issue or concern raised about bullying within Braehead Golf Club.

•

In all other circumstances, at least every three years.

BRAEHEAD GOLF CLUB - SOCIAL MEDIA AND DIGITAL COMMUNICATION POLICY STATEMENT
Braehead Golf Club recognises the signiﬁcant beneﬁts of segng up and u6lising social networking
sites as this is one of the most direct forms of communica6on with children. There is also recogni6on
that this method of communica6on poses a number of risks as social networking sites, chat rooms
Page 12
Updated 19-7-19

and instant messaging systems are increasingly being used by online predators to “groom” children.
In addi6on digital communica6on is also being used more and more by children as a means of
bullying their peers.
For the purposes of this policy a child is recognised as someone under the age of 18 years. This
policy outlines Braehead Golf Club commitment to ensure all adults working with children in golf
adhere to best prac6ce guidelines.
Braehead Golf Club will:
•

Advise that adults do not communicate with children on a one to one basis by text, e-mail,
instant messaging or through social networking sites, group messages shall always be
recommended.

•

Obtain parental consent from anyone under the age of 18 when communica6ng via text, e-mail,
instant messaging or social networking sites (See partnership with parents/carers form)

•

Highlight that coaches, staﬀ, volunteers, parents and members should always behave responsibly
and respecoully when pos6ng content online.

•

Advise that adults should not add or accept children as their “friend” on social networking sites
when the primary reason for the rela6onship is golf.

•

Ensure that anyone interac6ng with a child on behalf of Braehead Golf Club via social
networking sites does not discuss any other topic than golf.

•

Remind all those who are using social networking sites that these are restricted to people aged
13 years and over.

•

Ensure that both children and adults are aware of the procedures for repor6ng any concerns
they have rela6ng to online materials. This will involve informing the club or governing bodies
Safeguarding Oﬃcer in the ﬁrst instance.

Review
This policy and these procedures will be regularly reviewed:
•

In accordance with changes in legisla6on and guidance on digital communica6on or
following any changes within Braehead Golf Club.

•

Following any issue or concern raised about digital communica6on within Braehead Golf
Club.

•

In all other circumstances, at least every three years.
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BRAEHEAD GOLF CLUB - LONE WORKING POLICY - POLICY STATEMENT
Braehead Golf Club recognises that due to the nature of the sport there may be instances where
coaches are providing one to one coaching with a child. In order to safeguard all par6es Braehead
Golf Club has produced a lone working policy which will guide those involved in one to one coaching.
For the purposes of this policy a child is recognised as someone under the age of 18 years.
Braehead Golf Club will:
•

Ensure that all coaches understand, abide and have signed up to the code of conduct for the
protec6on of children in sport.

•

Promote the need for ac6vity to take place in an open environment with others around and any
on-course sessions in view of the clubhouse or other golfers/members.

•

Involve parents and encourage them to adend wherever possible.

•

Ensure that all adults behave in an appropriate manner, respec6ng the rights of the child and
trea6ng them with respect, dignity and fairness.

•

Advise that coaching techniques are delivered by demonstra6on and avoid physical contact.

•

Remind all those working with children alone to have a copy of the child’s emergency contact
number and access to a phone.

•

Provide children with informa6on on what to do and who to contact if they feel uncomfortable
at any 6me during a one to one coaching session.

•

Ensure parents are aware of all formal arrangements such as the structure, the loca6on and the
length of a one to one session and they are provided with guidance on who to speak to if they
have any concerns.

Review
This policy and these procedures will be regularly reviewed:
•

In accordance with changes in legisla6on and guidance on lone working with children or
following any changes within Braehead Golf Club.

•

Following any issue or concern raised about lone working with children within Braehead Golf
Club.

•

In all other circumstances, at least every three years.
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REFERRALS GUIDANCE & POLICY
INTRODUCTION
The PVG Scheme requires clubs to make referrals to the Protec6on Unit at Disclosure Scotland in
certain circumstances. If you permanently remove someone from regulated work you need to
decide if the reason(s) that they were removed mean that you need no6fy Disclosure Scotland about
what has happened. This is called “Making a Referral” and includes circumstances where you would
have removed them even if they have already len the role. Disclosure Scotland will then use this
informa6on to help them decide if someone remains suitable to con6nue to do regulated work (with
children/adults/both) or if they should be removed from regulated work.
When should you let the ProtecQon Unit know what’s happened?
You should only make a referral when both of the following condi6ons have been met:
Condi6on 1: A person has been permanently removed/has removed themselves from regulated
work, and
Condi6on 2: At least one of the following grounds apply to their permanent removal:
•

Caused harm

•

Placed someone at risk of harm

•

Engaged in inappropriate conduct involving pornography

•

Engaged in inappropriate sexual conduct

•

Given inappropriate medical treatment

When both of these condiQons have been met, you must let Disclosure Scotland know by making a
referral.
The form for making a referral can be found on Disclosure Scotland’s website, along with instruc6ons
for comple6ng the form and the Protec6on Unit can be contacted on 03000 2000 40 if you need any
help. Alterna6vely, you can use the Scogsh Golf template form.
Making a referral is not opQonal. It is a legal requirement to report circumstances where both
condiQons are met. This should be done WITHIN THREE MONTHS of making your decision.
How to use this policy template
The policy provided below can be used as it is by adding your club’s name at the top, iden6fying and
inser6ng the job 6tle/post of the person in your organisa6on who will be responsible for making
referrals (usually Safeguarding Oﬃcer) in the area marked ‘Posi6on 1’ and the job 6tle of the person
who will subs6tute for this person in their absence (eg Club Chairperson) in the area marked
‘Posi6on 2’.
NB: Please ensure that all board members and relevant staﬀ/volunteers have read and understood
the policy and that key personnel are aware of their obliga6ons and the procedures should a referral
be required.
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Alterna6vely, this template can be used to help you to develop your own policy and process, but you
must:
•
•

Iden6fy the job 6tle/post within your organisa6on that will be responsible for making
referrals
Ensure there is clear guidance on no6fying that person when both condi6ons have been met
for making a referral.

Should you require any support or guidance for developing your own policies or comple6ng a referral
form, please contact the Scogsh Golf Safeguarding team on 01334 466477 (op6on 3).
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BRAEHEAD GOLF CLUB - REFERRAL POLICY: MAKING REFERRALS UNDER THE
PVG ACT
Filepath
Policy version

Version 1

Eﬀec6ve Date

03/02/2020

Date of Review

06/02/2023

1. Purpose
The purpose of this policy is to set forth Braehead Golf Club's statement of policy and procedures for
handling referrals of relevant individuals to Disclosure Scotland under the Protec6on of Vulnerable
Groups (Scotland) Act 2007. The objec6ve of this policy is to ensure the Club’s compliance with
legisla6on to protect its integrity and reputa6on and to ensure the protec6on and safety of our Club
members.
2. References
The Protec6on of Vulnerable Groups (Scotland) Act 2007 is in place to make sure unsuitable
individuals cannot work or volunteer with children or protected adults (regulated work). The Act
aims to provide a robust system by which unsuitable people are prevented from doing regulated
work with children or protected adults and by which people who become unsuitable are iden6ﬁed.
The Protec6on of Vulnerable Groups (Scotland) Act 2007 (Referrals by Organisa6ons and Other
Bodies) (Prescribed Informa6on) Regula6ons 2010 list the informa6on that you are required to
provide to Disclosure Scotland when making a referral if you hold it, and it is a criminal oﬀence
knowingly to fail to supply the prescribed informa6on.
3. Scope
This policy is relevant to the Safeguarding Oﬃcer and/or person responsible for supervising or
overseeing safeguarding maders, and all those involved in making recruitment/disciplinary decisions
in Braehead Golf Club.

4. Policy Statement
Braehead Golf Club takes the protec6on of vulnerable groups adending or using its services very
seriously.
We view referrals of individuals to Disclosure Scotland as an opportunity to review and improve
prac6ce and the customer experience. The referral process provides the opportunity to establish
how the circumstances were able to happen and to put safeguards in place to minimise the risk of
recurrence. Handling referrals eﬀec6vely is important to our Club.

Our commitment
We will endeavour to:
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•

Publicise the existence of our Safeguarding policies and procedures so that people know
what they are

•

Make sure our staﬀ and volunteers know what to do to comply with our policies, procedures
and legal obliga6ons

•

Provide a fair and clear procedure for anyone who is the subject of a referral

•

Make sure referrals are submided in a 6mely manner and in any case within the legally
required 6meframe

5. Procedure
When a volunteer or member of staﬀ is permanently removed from a regulated work posi6on, there
are certain circumstances where the Club/Organisa6on must no6fy the Protec6on Unit at Disclosure
Scotland that this has happened.
Two condi6ons must be met before Disclosure Scotland should be no6ﬁed that something has
happened:
CondiQon 1: A person has been permanently removed/has removed themselves from regulated
work, and
CondiQon 2: At least one of the following grounds apply to their permanent removal:
•

Caused harm to a child or protected adult

•

Placed a child or protected adult at risk of harm

•

Engaged in inappropriate conduct involving pornography

•

Engaged in inappropriate sexual conduct involving a child or protected adult

•

Given inappropriate medical treatment to a child or protected adult

When both of these condi6ons have been met, it is a legal requirement that the Club/Organisa6on
must let Disclosure Scotland know by making a referral within three months of the permanent
removal of the individual by comple6ng the appropriate Referral Form and submigng it to Disclosure
Scotland.
If the individual would have been permanently removed, the ac6ons detailed in this policy will
con6nue to apply, even if a member of staﬀ or volunteer leaves their regulated work posi6on prior to
any ac6on being taken, irrespec6ve of the reason that they leave.
Where there is an historical allega6on of harm or inappropriate behaviour made in rela6on to
someone who is no longer in regulated work at the Club/Organisa6on but which is believed would
have led to the two condi6ons being met, the Club/Organisa6on will consider whether to make a
referral, but the legal responsibility applies only to occurrences that are alleged to have taken place
aner 28 February 2011 when PVG was ﬁrst introduced.
Where it is necessary to make a referral, this process will be carried out by the Safeguarding Oﬃcer.
In their absence or where the referral is in rela6on to that person, the referral process will be carried
out by the Junior Convenor.
Those who are in a role that may involve carrying out disciplinary ac6on that may result in the
removal of someone from regulated work or dismissal of someone in regulated work, they must
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ensure that they no6fy the Safeguarding Oﬃcer or, in their absence, the Junior Convenor of the
legal requirement to make a referral where the condi6ons above have been met.
6. Consequences
Failure to make a referral where required is a criminal oﬀence and may result in Braehead Golf Club
being prosecuted. It is therefore essen6al that those involved in carrying out disciplinary ac6on
no6fy the Safeguarding Oﬃcer or Junior Convenor when both condi6ons for making a referral have
been met
7. ResponsibiliQes
Copies of this policy shall be made available to relevant staﬀ, volunteers and board members during
the induc6on process.
Staﬀ and volunteers are expected to take personal responsibility for observing this policy and should
feel able to draw this policy to the aden6on of colleagues, members and visitors to Braehead Golf
Club.
The Club Commicee have a responsibility to enforce the policy.
Overall responsibility for this policy and its implementa6on lies with Braehead Golf Club’s
Commidee.
8. QuesQons
Ques6ons, comments, and sugges6ons regarding this policy may be directed to Braehead Golf Club
Secretary at: enquiries@braeheadgolfclub.co.uk
9. Approval
Braehead Golf Clubs commidee approved this Referrals Policy on 03/02/2020.
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SECTION 2
CODES OF CONDUCT
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CODES OF CONDUCT
A code of conduct for working with children is used to make clear:
•

What behaviour is acceptable and unacceptable

•

The standards of prac6se expected when working on behalf of the club

•

The basis for challenging and improving prac6se

Everyone working with children on behalf of your club should sign up to your club’s code of conduct.
Members of the sports volunteers/staﬀ must be clear about the expecta6ons on them when involved
in ac6vi6es with children. Children and the parents/carers involved in ac6vi6es should also be clear
about what they can expect from the adults working with them. The club’s code of conduct is most
useful if shared publicly and widely.
The sports volunteers/staﬀ, children and parents/carers support understand codes of conduct best
when they are involved in drawing them up and have the opportunity to discuss regularly what is
acceptable and unacceptable behaviour.
Concerns about breach of the code of conduct should be taken seriously and responded to in line
with the complaints policy, performance management policy, disciplinary procedure and/or
procedures for responding to concerns.
Code of conduct for parents/carers and children
Children and their parents/carers should also be clear about the expecta6ons placed upon them.
It can be very beneﬁcial to ask children as a group to discuss this in their group/team and to agree
what the consequences of breaking these rules should be. This could be done at the start of a
season, before a trip away from home, or as part of a welcome session at a residen6al camp.
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TEMPLATE CODE OF CONDUCT FOR COACHES
Good PracQce
•

Remember you are a role model – be welcoming, posi6ve, encouraging and respecoul

•

Make golf fun, enjoyable and promote fair play

•

Implement Braehead Golf Club Good Prac6ce Guidelines

•

Treat all children equally, with respect, dignity and fairness

•

Involve parents/carers wherever possible

•

Build balanced rela6onships based on mutual trust

•

Include children in the decision-making process whenever possible

•

Work with children in a public place, wherever possible

•

Put the wellbeing of each child ﬁrst before winning or achieving performance goals

•

Give enthusias6c and construc6ve feedback

•

Recognise the developmental needs and capacity of children

•

Challenge instances of poor prac6se, abuse or bullying

Unacceptable PracQce
•

Pugng excessive pressure on children, pushing children against their will

•

Giving only nega6ve feedback

•

Unequal treatment that could lead to resentment, jealousy or misinterpreta6on

•

Spending a lot of 6me alone with children away from others

•

Assis6ng with bathing or dressing tasks that children can do for themselves

•

Smoking, drinking alcohol, misuse of illegal substances or the use of foul or oﬀensive language

•

Taking photographs without the appropriate consent

•

Unoﬃcial communica6on with a child through telephone or social media

•

Allowing allega6ons or observa6ons of bullying or abuse to go unchallenged, unrecorded or not
acted on
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•

Failing to pass on a disclosure from a child about poten6al abuse

•

Rough physical contact or games between adults and children

•

Forming in6mate emo6onal, physical or sexual rela6onships with children

•

Touching a child in a sexually sugges6ve way, playing sexually provoca6ve games or making
sexually sugges6ve comments to a child, even in fun

•

Allowing the use of swearing, sexualised, racist or homophobic language by staﬀ/volunteers or
children

•

Threatening, coercing or bullying a child or deliberately reducing a child to tears as a form of
control

•

Invi6ng or allowing children to stay with you at your home or sharing a bedroom alone with a
child

I have read and agree to abide by this Code of Conduct.
Name of staﬀ member/volunteers:________________________________________
Date signed:____________________
Witnessed by:__________________________________________________________
(Club Child Wellbeing and ProtecQon Oﬃcer/delegated staﬀ member)
Date signed:_____________________

Page 23
Updated 19-7-19

TEMPLATE CODE OF CONDUCT FOR YOUNG PEOPLE
As a junior member you are expected to abide by the following code of conduct:
•

Par6cipate within the rules and respect the coaches and their decisions.

•

Treat others as you would wish to be treated yourself and respect your opponents.

•

Keep to the agreed 6mes for coaching sessions and compe66ons and inform coaches when
you are going to be late.

•

Demonstrate fair play and apply golf’s standards both on and oﬀ the course.

•

Respect physical, cultural and racial diﬀerences.

•

Tell someone in authority if you are leaving a venue or compe66on.

•

Treat organisers, coaches, staﬀ and peers with respect.

•

Have a posi6ve commitment to coaching and adend as many sessions as possible to
maintain a high standard.

You should not take part in any irresponsible, abusive, inappropriate or illegal behaviour which
includes:
•

Consuming alcohol or illegal or performance-enhancing drugs or s6mulants.

•

Smoking.

•

Using foul language.

•

Publicly using cri6cal or disrespecoul descrip6ons of others (including social media).

•

Ac6ons which may endanger the Health and Safety of another member or guest / child of
the club.

•

Improper Conduct including ﬁgh6ng, vic6misa6on and harassment

•

Deliberate damage to club or members property.

Player to Sign (and keep)
I have read and understood this Code of Conduct and I agree to abide by the rules and guidelines of
the Club.
(Keep this for your records).
Name ……………………………………........

Signature ...…………………….…………….

Date ……...…………

Signature of Parent/Carer…….…………………………...
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TEMPLATE CODE OF CONDUCT FOR PARENTS/CARERS
As a parent/carer of a junior member you are expected to abide by the following code of conduct.
You should:
•

Encourage your child to learn the rules and play within them.

•

Discourage unfair play and arguing with club staﬀ/oﬃcials.

•

Help your child to recognise good performance and eﬀort, not just results.

•

Never force your child to take part in golf.

•

Set a good example by recognising fair play and applauding good performances of all.

•

Never punish or belidle a child for losing or making mistakes.

•

Publicly accept oﬃcials' judgements.

•

Support your child's involvement and help them to enjoy their golf.

•

Use correct and proper language at all 6mes.

•

Never use threatening or abusive behavior towards children, oﬃcials, coaches or other
parents.

•

Always no6fy the Junior Organiser if you will not be adending or going to be late for a
coaching session/compe66on.

•

Ensure that coaches are made aware of any pre-exis6ng medical condi6ons your child has.

•

Ensure that all correspondence and consent forms are replied to by the due date.

•

Ensure that your child is dropped oﬀ and picked up on 6me aner each session.

I have read and understood this Code of Conduct and I agree to abide by the rules and guidelines of
the Club.

Name ……………………………………........

Signature ...…………………….…………….

Date ……...…………….
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SECTION 3
RECRUITMENT, ROLES & RESPONSIBILITIES
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TEMPLATE ROLE DESCRIPTION SAFEGUARDING OFFICER
PURPOSE
To ensure club is complying with the Scogsh Golf Safeguarding Policy and current legisla6on, and
ensure that young people, coaches and volunteers are opera6ng within a safe environment.
ROLES AND RESPONSIBILITIES OF THE SAFEGUARDING OFFICER
•

Implement and promote good prac6ce through the organisa6ons Safeguarding Policy and
Procedures

•

Conduct the administra6ve work associated with processing informa6on on new volunteers /
staﬀ including ac6ng as an Authorised signatory for PVG checks from those in the
organisa6on working with junior members

•

Raise awareness of the Club Safeguarding Oﬃcer role to parents/carers, adults, and children
involved in the club.

•

Act as the main contact within the organisa6on for the protec6on of children

•

Encourage good prac6ce and support of procedures to protect children.

•

Keep abreast of developments and understand the latest informa6on on data protec6on,
conﬁden6ality and other legal issues that impact on the protec6on of children.

•

Raise awareness of the Code of Conduct for working with children to parents/carers, adults
and children involved in the club.

•

Challenge behaviour which breaches the Code of Conduct.

•

Organise/signpost appropriate training for all adults working/volunteering with children in
the club.

•

Where required liaise with the Scogsh Golf Safeguarding Oﬃcer and/or statutory agencies
and ensure they have access to all necessary informa6on

•

Report on cases, concerns and ac6on taken to Scogsh Golf's Safeguarding Oﬃcer

•

Adend training on the protec6on of children and young people

RECOMMENDED CHARACTERISTICS OF THE SAFEGUARDING OFFICER
• Have an understanding of the issues aﬀec6ng children and the sensi6ve way in which they
must be managed.
• An interest in the well-being and safeguarding of children and child protec6on maders
• Be suppor6ve of the introduc6on of Safeguarding Policy.
• Strong listening skills and the ability to deal with sensi6ve situa6ons with integrity and
conﬁden6ality
• Be able to follow procedures and recognise when to seek advice and not rely solely on their
own judgement.
• Be willing to challenge members who do not comply with Safeguarding Policy and
Procedures.
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• May currently work in a similar environment with training

SKILLS/ATTRIBUTES
•

Good organisa6on and communica6on skills

•

Reliable, trustworthy and a good listener

•

Understanding & apprecia6on for the need for conﬁden6ality

•

Approachable & friendly

•

Experience of working with children

REQUIREMENTS
•

PVG Scheme Membership

•

Complete a self-declara6on

•

Adend appropriate training

TRAINING AND SUPPORT
•

Safeguarding & Protec6ng Children Workshop (renewable every 3 years)

•

In Safe Hands Workshops (renewable every 3 years)

•

Op6on to meet with Scogsh Golf staﬀ member for ini6al training

TIME COMMITMENT
Time commitment can vary dependant on size and nature of club.
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SAFE RECRUITMENT
A well-run recruitment process is part of the club’s commitment to pugng the protec6on and
wellbeing of children ﬁrst. Many jobs are done by volunteers who have been recruited informally. If a
job involves working with children, the club has a legal and moral responsibility to ensure that the
person appointed is suitable. The checklist below gives essen6al steps to make sure the club meets
its duty.
CHECKLIST FOR APPOINTMENT

ESSENTIAL

DESIRABLE

Role fully explained. Include a clear statement
of the requirement for PVG membership for
posi6ons of regulated work. For guidance on
what posi6ons are deﬁned as regulated work
see ‘PVG Explained’ below.

Adver6sement with a statement that PVG
membership is required for posi6ons of
regulated work.
Wriden job descrip6on
provided.

PVG scheme explained and signpost to Wriden PVG scheme informa6on provided
Disclosure Scotland website.
Self-declara6on form completed and returned

Applica6on form completed and returned

Informal interview & evidence of qualiﬁca6ons

Interview & evidence of qualiﬁca6ons

2 X verbal references (1 involving work with 2 X Wriden references (1 involving work with
children)
children)
PVG scheme membership applica6on
PVG membership received by Club Safeguarding PVG membership received by Club Safeguarding
Oﬃcer
Oﬃcer
Sign up to code of conduct & Fair Processing Induc6on and trial period completed
No6ce
Supervision and monitoring of performance

Performance review and on-going suitability

PVG Explained
Your club has a legal duty, under the Protec6on of Vulnerable Groups (Scotland) 2007 Act, to make
sure that the adults who are authorised to work or volunteer with children on behalf of the club are
not on the Children’s List. The Children’s List is a list of individuals who have been barred from
working with children by Disclosure Scotland.
The person/s in the club who are responsible for making the decisions about appointments and for
managing the sports volunteers/staﬀ should be clearly iden6ﬁed. The Club Protec6on Oﬃcer will
play an important advisory role in rela6on to appointments to work with children, but will not
usually be responsible for the ﬁnal decision about appointments.
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Where can I get help with the PVG scheme?
The Scogsh Golf Safeguarding team can provide guidance to clubs on how to manage the PVG
Scheme, they can be contacted on safeguarding@scogshgolf.org or 0131 339 3987. Support can also
be provided by Volunteer Scotland Disclosure Services (VSDS) hdp://www.volunteerscotland.net/
disclosure-services/ who administers the PVG applica6on processes for volunteers.

Who needs to join the PVG Scheme?
A role that needs the post holder to be veded is known as ‘regulated work’ and it is deﬁned in law.
You must make sure that people who are doing ‘regulated work’ at your club have not been barred
from doing this type of work with children. This is done using the PVG scheme.
Only people who do regulated work can be asked to join the PVG scheme. This includes those who
have a DBS check from England, or non-Scogsh equivalent. It is not legal to ask people in nonregulated posi6ons to join the PVG scheme.

What is regulated work?
Contact VSDS hdp://www.volunteerscotland.net/disclosure-services/ for guidance on whether a
speciﬁc posi6on at the club is ‘regulated work’. See also: Disclosure Scotland’s regulated work
assessment tool at hdp://www.disclosurescotland.co.uk/disclosureinforma6on/training.htm.
The quesQons below give a general guide only – please access the above links for full informaQon
1. Is it work?
It has to be either paid or unpaid work- not simply an arrangement between friends/family.
2. Who are they working with?
It has to be with children under the age of 18 years.
3. What do they do?
The work has to include:
-

caring for children

-

teaching, instruc6ng, training or supervising children

-

being in sole charge of children

-

having unsupervised access to children

-

being a host parent

-

directly managing or supervising someone doing regulated work with children

4. Is it their normal du@es?
It has to be part of normal du6es i.e. the ac6vity is reasonably an6cipated and could appear in the
job descrip6on.
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5. Are there any excep@ons?
There are some excep6ons, such as where the presence of children in the ac6vity is ‘incidental’ (e.g.
the ac6vity is for adults, and is adver6sed as an adult club/ac6vity, but has some U18s adending).
What does the PVG Scheme do?
When someone applies to join the PVG scheme, Disclosure Scotland carry out a criminal record
check to conﬁrm that they are not on the list of people who have been barred from this type of
work. It provides the club with informa6on to inform a decision on their suitability for the post.
All PVG scheme members are subject to ongoing monitoring by Disclosure Scotland. The PVG scheme
applica6on registers the interest of your club in the person who will be doing regulated work on
behalf of the club. The club will then be informed directly by Disclosure Scotland if that person
comes under considera6on for lis6ng.
Overseas Applicants
Applicants from overseas being appointed to regulated work with children are required to join the
PVG Scheme.
Applicants from overseas must prove their ‘right to work’ in the UK. You can then request a police
check from the relevant country. For more informa6on on how to go about this see the Centre for
the Protec6on of Na6onal Infrastructure (www.cpni.gov.uk) and search for ‘overseas criminal record
checks’.
You may also request references from either:
•

the sport governing body in the country where they previously worked/volunteered

•

the interna6onal federa6on of the sport

ConsideraQon for Children’s List or Barred Individuals
If Disclosure Scotland informs the club that an individual is barred, that member of the sports
volunteers/staﬀ must be removed from regulated work with children immediately.
If Disclosure Scotland informs the club that a member is considered for lis6ng, that person should be
suspended as a precau6on un6l the outcome of the case is determined. Suspension is not a form of
disciplinary ac6on and does not involve pre-judgment.
New vemng informaQon on PVG Scheme Records
It is a common misunderstanding that a club will be contacted by Disclosure Scotland in the event of
any new informa6on becoming available about a PVG Scheme Member. This is not the case. A club
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will only be informed by Disclosure Scotland if any relevant new informa6on becomes available
about a member of the sports volunteers/staﬀ. For example a club will be contacted if the individual
is being considered for lis6ng because they have received a convic6on for harming a child, but they
will not be contacted if the PVG Scheme Member receives a dangerous driving convic6on.
When a PVG Scheme Member leaves
If a PVG Scheme member is no longer in regulated work with children on behalf of the club,
Disclosure Scotland should be no6ﬁed. Should a member of the sports volunteers/staﬀ not be in
contact for three months or more, inform Disclosure Scotland that the individual is no longer in
regulated work with children.
ExisQng PVG Scheme Members
If the person you want to appoint to a posi6on of regulated work is already a PVG scheme member,
you should request a ‘Scheme Record Update’ from Disclosure Scotland. This will register the club’s
connec6on to and interest in this person and provide you with any relevant updated informa6on
since the applica6on was made.
Self-declaraQon
This informs the club of previous convic6ons or inves6ga6ons that might be relevant when taking an
employment decision. Self-declara6on forms should be completed any6me an individual applies for
a PVG membership or Scheme Record Update. This step in the recruitment process has important
legal implica6ons. For more informa6on please review the Safeguarding in Sport Self Declara6on

Brieﬁng Paper: hdp://www.children1st.org.uk/media/4265/
sgb_self_dec_brieﬁng_paper_jan_2016.pdf
References
Always request and check 2 references. At least one reference should be from a role that involved
working with children. References from rela6ves are not acceptable. These can be verbal or wriden.
Record verbal references - who the reference was from and what was said.
InducQon & Training
When a new post holder starts at the club the Child Wellbeing and Protec6on Oﬃcer should:
•

agree what training they need (e.g. safeguarding and protec6ng children) and when it should
be done by

•

explain the Safeguarding policy and procedures, including the code of conduct

•

get wriden agreement to abide by Safeguarding and Wellbeing policies and the Code of
Conduct for working with children
Page 33

Updated 19-7-19

Trial period
It is recommended that the club and any new members of the sports volunteers/staﬀ agree a trial
period to make sure that the role is a good ﬁt for both.
Monitoring and Performance review
The club should monitor the performance of the individual doing regulated work. This gives an
opportunity to check on progress and address any problems or concerns.
Below is some informa6on on PVG which may be useful to share with people who you are
considering to do regulated work with children at your club.
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TEMPLATE PVG FREQUENTLY ASKED QUESTIONS FOR SPORTS VOLUNTEERS/
STAFF
The role of [INSERT ROLE TITLE HERE] at the club is ‘regulated work’ with children. Before the club
can appoint you, even to an unpaid posi6on, it must check that you are suitable to do this type of
work. You will be asked to become a Protec6on of Vulnerable Groups (PVG) Scheme member and to
make a self-declara6on of any relevant convic6ons or inves6ga6ons.
1. Does the legislaQon say that I need to be a PVG Scheme member to work with children?
No. It is not a legal requirement for you to be a PVG Scheme Member to work with children.
However, it is an oﬀence for a club to recruit someone into ‘regulated’ work with children if they are
barred from working with children. In order to establish this, the club will ask you to become a PVG
Scheme Member. If you are already a PVG Scheme Member they will ask you to complete a PVG
Scheme Update.
2. How do I become a PVG Scheme member?
1. Complete a form applying for a Scheme Record.
2. Have your iden6ﬁca6on veriﬁed by showing the Club Child Wellbeing and Protec6on Oﬃcer your
passport or driving license and 2 recent oﬃcial leders to your home address. For example: a
bank statement or u6lity bill.
A copy of your Scheme Record is then issued to you, with your own unique iden6ﬁca6on number.
The club will also receive a copy. You will then remain a PVG scheme member for life or un6l you are
no longer involved in regulated work with children.
3. What if I have previous convicQons/non-convicQon informaQon?
A criminal record will not necessarily prevent you from working or volunteering in the club.
Please give details of any relevant informa6on in the self-declara6on form. We may invite you to
discuss this further to make sure we have as much of an understanding as possible about your
situa6on. Vegng informa6on on your PVG Scheme Record will also be considered in rela6on to the
posi6on you are being considered for.
4. What if I am already a PVG scheme member?
If you are already a PVG scheme member, you will be asked to complete a new self-declara6on form
as well as a Scheme Record Update before taking a role. The Scheme Record Update provides any
new informa6on on your Scheme Record since it was issued. The club may also request further
scheme record updates as part of the process of con6nuous risk assessment of the sports
volunteers/staﬀ.
5. What is a self-declaraQon?
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This is your opportunity to provide informa6on and comment on your own record of convic6ons
and/or inves6ga6ons. It will be considered alongside your PVG Scheme Record and references when
the decision about appointments is made.
For more informa6on and details on the PVG Scheme, visit www.disclosurescotland.org.uk
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TEMPLATE SELF-DECLARATION FORM FOR REGULATED WORK WITH
CHILDREN
ORGANISATION NAME:_________________________
SELF-DECLARATION FORM FOR REGULATED WORK WITH CHILDREN
The role of [
] at the club is ‘regulated work’ with children. Before the club
can appoint you, even to an unpaid posi6on, it must check that you are suitable to do this type of
work. You will be asked to become a Protec6on of Vulnerable Groups (PVG) Scheme member and to
make a self-declara6on of any relevant convic6ons or inves6ga6ons.
Under the Rehabilita6on of Oﬀenders Act (Exclusions and Excep6ons) (Scotland) Amendment Order
2015 applicants are required to disclose any unspent convic6ons or cau6ons and any spent
convic6ons for oﬀences included in Schedule A1 ‘Oﬀences which must always be disclosed’.
Applicants are not required to disclose spent convic6ons for oﬀences included in schedule B1
‘Oﬀences which are to be disclosed subject to rules’ un6l such 6me as they are included in a higherlevel disclosure issued by Disclosure Scotland.
Details of Schedule A1 Oﬀences can be found at:
hdp://www.disclosurescotland.co.uk/news/documents/
UKSCOﬀencesthatwillalwaysbedisclosedv1website10September2015.pdf
Details of Schedule B1 Oﬀences can be found at:
hdp://www.disclosurescotland.co.uk/about/documents/
UKSCOﬀencesthatwillbedisclosedsubjecdorulesv1website10September2015.pdf
InformaQon given is conﬁdenQal. It will be managed according to our data protecQon policy and
will not be shared outside of the club oﬃcials responsible for making safe appointment decisions.
PERSONAL DETAILS
Title:

Tel No:

Full Name:

E-mail:

Address:
Post Code:
DETAILS OF ROLE WITHIN THE ORGANISATION e.g. Junior Coach

SecQon 1 – Unspent ConvicQons and CauQons (must be disclosed)
a)

Please give the date and details of all the oﬀence(s) with which you were charged, the
sentence that you received and the court where your case(s) was heard.
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b)

Please outline the circumstances that led to your oﬀence(s).

c)

Please give details of the sentence imposed and how it was completed (for example paid
ﬁne as required) Include informa6on on condi6ons adached to your proba6on/community
service/supervised adendance order.

SecQon 2 – Details of any disciplinary acQon in relaQon to children
Have you been disciplined because of inappropriate behaviour towards a child, which may have
harmed them or put them at risk of harm? YES/NO
If YES, please give details.

SecQon 3 – Relevant non-convicQon informaQon (including any police informaQon)
a)

Please give details of any inves6ga6ons and outline the reasons and circumstances and
disposal if known.

b)
Are you, or have you ever been, known to any Social Work Department/Social Services
Department as an actual or poten6al risk to children? YES/NO
If yes, please provide details

SecQon 4 – Other relevant informaQon
Please give details of any other relevant informa6on which you think we should be aware of when
considering your applica6on:
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SecQon 5 – ProtecQon of Vulnerable Groups (Scotland) Act 2007
Before signing the declara6on below, please read the following notes on the Protec@on of Vulnerable
Groups (Scotland) Act 2007 (PVG Act):
1. It is an oﬀence to do, or to seek or agree to do any regulated work (paid or unpaid) from
which you are barred.
2. Sec@on 35 of the same act makes it an oﬀence for the club to oﬀer regulated work (paid or
unpaid) to someone who is barred from that work.
3. A person is barred from regulated work with children if they are:
• The subject of an automa6c lis6ng (under sec@on 14 of the PVG Act).
• Included on the PVG Children’s List and/or the Disclosure and Barring Service
Children’s List which covers the rest of the UK.
• ‘considered for lis6ng’ while informa6on on their suitability is assessed.
Please delete the following statements as appropriate:
*I conﬁrm that I am not barred from regulated work with children as set out in sec6ons 14 and 15 of
the PVG Act, nor am I under ‘considera6on for lis6ng’ as set out in sec6on 12 of the same Act.
OR
*I am under ‘considera6on for lis6ng’

SecQon 5 – DeclaraQon
1. I hereby declare and represent that, except for as disclosed above, I have not at any 6me,
whether in the United Kingdom or abroad, been found guilty and sentenced by a court for a
criminal oﬀence.
2. I will assist ___________________ [Organisa7on Name] to request a Scheme Record/Scheme
Record Update (as appropriate under the PVG Act) for the purposes of verifying the replies given
in this declara6on, including enquiries of any relevant authority.
3. I agree to inform _________________ [Organisa7on Name] if I am convicted of an oﬀence while
a member of staﬀ/volunteer. I understand that failure to do so may lead to the immediate
suspension of my work (paid or unpaid) for the club and/or the termina6on of my services.
4. If I become ‘considered for lis6ng’, I understand this will result in precau6onary suspension.
I cer6fy that all informa6on contained in this form is true and correct to the best of my knowledge
and realise that false informa6on or omissions may lead to dismissal. I understand that deliberately
giving false informa6on can result in prosecu6on.
Signed: _________________________________ Date: ________________
Along with your PVG applica6on please complete and return to Scogsh Golf for the aden6on of
Andrew Travers in a sealed envelope marked, ‘Private and ConﬁdenQal – Self DeclaraQon’.
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SECTION 4
GOOD PRACTICE GUIDELINES
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GOOD PRACTICE GUIDELINES
Clubs have a duty of care towards all children involved in their ac6vi6es. Although it is not possible to
give guidance for all possible circumstances, the Good Prac6ce Guidelines are based on best prac6ce
and cover some of the most common situa6ons. They apply to all young people under the age of 18,
but common sense should be applied when considering the circumstances of older children.

ADULT TO CHILD RATIOS
The following ra6os are recommended in the Na6onal Care Standards: Early Educa6on and Childcare
up to the Age of 16 (Scogsh Execu6ve, 2005). They are a relevant minimum for day6me ac6vi6es,
but should be modiﬁed for overnight stays, trips away from home and to take into account other risk
factors:
AGE

RATIO

3 and over

1:8

All children over 1:10
8yrs

In terms of coaching Scogsh Golf recommends a ra6o of

1:6

Ac6vi6es should be planned to involve at least two adults, preferably one male and one female. As a
general guide, the following factors will also be taken into considera6on in deciding how many adults
are required to safely supervise children:
•

The number of children involved in the ac6vity

•

The age, maturity and experience of the children

•

Whether any of the group leaders or children has a disability or special requirements

•

Whether any of the children have challenging behaviour

•

The par6cular hazards associated with the ac6vity

•

The par6cular hazards associated with the environment

•

The level of qualiﬁca6on and experience of the leaders

•

The programme of ac6vi6es

•

Whether there are volunteers under the age 18
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FIRST AID AND THE TREATMENT OF INJURIES
Parents/carers must complete a Partnership with Parents/Carers Form before their child par6cipates
in sport. This ensures that sports volunteers/staﬀ running an event or ac6vity are made aware of any
pre-exis6ng medical condi6ons, or medicines being taken by par6cipants or exis6ng injuries and
treatment required.
•

Have an accessible and well-resourced ﬁrst aid kit and a working telephone at the venue.

•

Where possible, access to medical advice and/or assistance should be made available.

•

Only those with a current, recognised First Aid qualiﬁca6on should treat injuries.

•

Inform parents/carers as soon as possible of any injury and ac6on taken.

•

A Concern Recording Form should be completed if a child sustains a signiﬁcant injury and the
details of any treatment given recorded. Good sense or sport speciﬁc guidance should be
used to determine which injuries are signiﬁcant.

•

The circumstances of any accidents that occur should be recorded and reviewed to avoid it
happening again.

VOLUNTEERS AGED 17 OR UNDER
While some children under the age of 16 may be in ‘regulated work’ with children they should not be
placed in posi6ons of sole responsibility for other children. They should be supervised by a more
senior qualiﬁed coach or volunteer who has been appropriately veded.
Volunteers aged 17 and under should be assessed for their suitability to work with children. There is
no lower age limit for PVG membership.

Where the post meets the ‘regulated work’ criteria,

membership of the PVG Scheme should be considered.
Young volunteers may come under diﬀerent pressures (e.g. lack of respect from peers) and closeness
in age could lead to the development of friendships or roman6c/sexual rela6onships. Regular
supervision, training and extra support is recommended.

Supervision ra6os should also be

reassessed, as a young volunteer may not be as capable of overseeing a group of children and young
people as an adult in the same posi6on.

Page 42
Updated 19-7-19

PHYSICAL CONTACT
Any necessary physical contact during a coaching session should respect and be sensi6ve to the
needs and wishes of the child and should take place in a culture of dignity and respect. Children
should be encouraged to speak out if they feel uncomfortable.
DemonstraQng a Technique
In the ﬁrst instance, techniques should be delivered by demonstra6on (either by the coach or a
player who can display the technique safely).
If physical contact is necessary, for example to provide support, this should be clearly explained to
the child in advance and he/she should be given the chance to opt out. Physical support should be
provided openly and must always be propor6onate to the circumstances.
SupporQng Child with Personal Care
If it is necessary to help a child with personal care e.g. toile6ng or changing, this should be agreed in
advance with the child and parents/carers and guidance taken. Volunteers/staﬀ should work with
parents/carers and children to develop prac6sed rou6nes for personal care, such as help with gegng
changed for younger children, so that parents/carers and children know what to expect.
Helpers should not take on the responsibility for tasks for which they are not appropriately trained
e.g. manual assistance for a child with a physical disability.
Administering First Aid
Parents/carers must complete a Partnership with Parents/Carers Form to ensure that volunteers/staﬀ
are made aware of any pre-exis6ng medical condi6ons, medicines being taken by par6cipants or
exis6ng injuries and treatment required. When administering First Aid the child should be told what
ac6on is being taken and why. Only those with a current, recognised First Aid qualiﬁca6on should
treat injuries and parents/carers should be informed as soon as possible of any injury and ac6on
taken. Treatment should be administered in an open environment where ever appropriate, avoiding
private or unobserved situa6ons.
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SEXUAL ACTIVITY & GROOMING
Within sport in6mate rela6onships can occur. This sec6on looks at both sexual ac6vity among young
people and that between adults and young people.
A person in a legally deﬁned ‘posi6on of trust’ who takes advantage of their posi6on to develop an
in6mate rela6onship with a child/young person may be commigng a criminal oﬀence known as
‘abuse of trust’. Sports coaching is not currently deﬁned in law as a ‘posi6on of trust’, but the
principle of the law should be followed and captured in your club’s policies.
The no6on of ‘posi6ons of trust’ applies as much to young people in leadership roles as it does to
adults.
Young people
Sexual ac6vity between children/young people at team events, in sports facili6es and at social
ac6vi6es organised by the club should be discouraged.
Criminal sexual behaviour commided by a young person should be referred to the police or social
services. This may also lead to disciplinary ac6on in accordance with the club’s disciplinary
procedure.
For more informa6on see the Na6onal Guidance on ‘Under-age Sexual Ac6vity: Mee6ng the Needs
of Children and Young People and Iden6fying Child Protec6on Concerns’: hdp://www.gov.scot/
resource/doc/333495/0108880.pdf
Adults
Sexual acQvity between adults and children under the age of 16 is illegal and must be reported to
the police.
Sexual ac6vity between adults and young people (aged 16+) involved in sport raise serious issues
given the power imbalance in the rela6onship. Even if a young person is of the age of consent, the
power of the adult over that young person may inﬂuence their ability to genuinely consent to sexual
ac6vity. For example, a coach may have signiﬁcant power or inﬂuence over a young person’s spor6ng
career.
Sexual ac6vity between adults and young people (16+) involved in sport should therefore be
prohibited when the adult is in a posi6on of trust or authority (coach, trainer, oﬃcial). This should
be communicated clearly to adults in such posi6ons at the outset and clear procedures drawn up to
deal with such a situa6on promptly, fairly and consistently.
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Grooming
Most adults involved in sport with children par6cipate with the aim of providing a fun and posi6ve
experience for the children taking part. However, some may use sport as a way of gaining access to
children with the purpose of developing inappropriate in6mate rela6onships.
People who commit sexual oﬀences against children onen ﬁrst gain the trust of people around the
child, such as their family and friends and those involved in sport. Those who commit oﬀences work
hard to portray themselves as caring and trustworthy and they befriend their vic6ms to break down
barriers before an oﬀence may be commided.
This is referred to as ‘grooming’. This predatory behaviour is an oﬀence and may be prosecuted
separately to direct sexual abuse. Any suspicions of grooming should be reported to police.

MANAGING CHALLENGING BEHAVIOUR
Planning
Sessions should be planned around the group and take into considera6on the needs of each child.
Volunteers/staﬀ should consider previous and likely behaviour. There should be strategies to manage
risks agreed in advance. This should iden6fy the appropriate number of adults required to manage
and support the session safely, including being able to respond adequately to safeguard the group.
From 6me to 6me volunteers/staﬀ may have to deal with challenging behaviour from children.
The following principles should be applied:
•

The wellbeing of all children is the paramount considera6on.

•

Children must never be subject to any form of treatment that is harmful, abusive, humilia6ng
or degrading and should always be able to maintain their respect and dignity.

•

No member of staﬀ should adempt to respond to challenging behaviour by using techniques
for which they have not been trained.

None of the following should be used as a means of managing a child’s behaviour:
•

Physical punishment or the threat of such.

•

Withdrawal of communica6on.

•

Being deprived of food, water or access to changing facili6es or toilets.

•

Verbal in6mida6on, ridicule or humilia6on.

Physical IntervenQons
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Physical interven6ons should only be used as a last resort to prevent a child from injuring themselves
or others or causing serious damage to property. Only the minimum force needed to avert injury to
a person or serious damage to property should be used and applied for the shortest period of
Qme. Physical interven6on must not ever be used as a form of punishment.

TRANSPORTING CHILDREN
Clubs do not generally take responsibility for the transport of players to and from venues. If the club
does expressly accept responsibility for travel arrangements, it should undertake a risk assessment
including the following areas:
•

All vehicles and drivers are correctly insured.

•

The driver has a valid and appropriate license.

•

All reasonable safety measures are available e.g. ﬁded, working seatbelts or booster seats.

•

There is an appropriate ra6o of adults per child.

•

Drivers take adequate breaks.

•

If an adult is regularly transpor6ng children on behalf of the club this may be regulated work
with children as such it should be assessed whether or not this person requires a PVG check

Volunteers/staﬀ should be discouraged from transpor6ng children to ac6vi6es by car. However, when
this situa6on cannot be avoided the following guidelines should be followed:
•

Request parent/carer consent in advance and provide details of the journey.

•

Take all reasonable safety measures e.g. children in the back seat, seatbelts worn.

•

Where possible, have another adult accompany you on the journey.
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COLLECTION BY PARENTS/CARERS
Make sure that start and ﬁnish 6mes are clear and that the arrangements for collec6on are
understood by all. Parents/carers who wish children to go home unaccompanied (according to their
age and stage) should give consent in wri6ng. No6fy parents/carers that they should not drop
children oﬀ too early and that they are expected to collect children promptly. Explain late collec6on
procedures.
Have a late collec6on telephone contact and number on the Partnership with Parents/Carers Form
and let the parent/carer know how to contact the club if they are held up.
Dealing with the situaQon
If parents/carers are late when picking up their child, the wellbeing of the child will take precedence,
and he/she must not be len alone. The leaders and coaches have a duty of care to the children in
their charge and this con6nues when the ac6vity has ﬁnished. However, it is not the responsibility of
staﬀ/volunteers to transport children home. If adempts to contact an adult who is responsible for
the child fail, the CPO and social work should be informed.
Where possible have more than one adult/leader to lock up at the end of an ac6vity. If an adult is len
in sole charge in these circumstances, they should record any ac6ons taken and inform the CPO and
parents/carers as soon as possible.
TRIPS AWAY FROM HOME (INVOLVING OVERNIGHT STAYS)
Designate a CWPO for the Trip and a Home Contact person.
The CPO should act as the main contact for dealing with concerns about the safety and wellbeing of
children whilst away from home. Children and parents or carers should be given a detailed i6nerary
and should be informed of the CPO contact details and arrangements for handling concerns.
There should be procedures in place to manage an emergency situa6on, this should include the
appointment of a Home Contact person who would be the main point of contact for coaches and
parents/carers.

Risk Assessment
Poten6al areas of risk should be iden6ﬁed at the planning stage and safeguards should be put in
place to manage them. Risk assessment should be an on-going process throughout the trip.
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Travel Arrangements
If the trip involves travel abroad, ensure that those in charge are aware of local emergency
procedures and how to deal with concerns about the wellbeing of children. Children and adults
should be informed of any local customs.
Adult to Child RaQos
Trips should be planned to involve at least two adults, (preferably one male and one female). See the
guidelines on adult to child ra6os to assess the numbers of adults required to supervise the group
safely.
Adults responsible for managing the trip should be recruited and selected using the procedure for
recruitment and selec6on of sports volunteers/staﬀ in regulated work with children.

All adults

should sign up to the Safeguarding policy, procedures and code of conduct.
AccommodaQon
Find out as much as possible in advance about the venue/accommoda6on – wherever possible, a
visit is useful.
Check the health & safety of any accommoda6on and the security and suitability of sleeping
arrangements to allow supervision and access in case of emergency.
Sharing arrangements should be appropriate in terms of age and gender and parents/carers and
children should be consulted in advance about arrangements where possible.
Exchange Visits/HosQng
Before departure, make sure there is a shared understanding of the standards expected during home
stays between the club, host organisa6on/families, parents/carers and children themselves. Put in
place arrangements for the supervision of children during the visit.
When a club is assigning a host family they should be appropriately veded u6lising the PVG Scheme
or equivalent police checks and references thoroughly checked. Organisers, parents/carers and
children should all be provided with a copy of emergency contact numbers.
Children should be aware of who they can talk to if problems arise during the visit. Daily contact
should be made with all children by the group leader to ensure they are safe and well.
Facility checklist
Facili6es should:
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•

Be appropriately licensed

•

Have adequate and relevant insurance cover

•

Have a policy on the protec6on of children

•

Have Health and Safety policy and procedures

•

Have adequate security arrangements

•

Have staﬀ that are veded, qualiﬁed and trained

Involving Parents/Carers
A mee6ng with parents/carers to share informa6on about the trip, answer ques6ons and make joint
decisions is recommended. A Code of Conduct with consequences for unacceptable behaviour
should be agreed in advance.
Parents/carers must complete a partnership with parents/carers form and provide emergency
contact details.
In the event of an emergency at home during the trip, parents/carers should be encouraged to make
contact with the group leaders in the ﬁrst instance so that arrangements can be put in to place to
support the child.
Free Qme
Organisers must ensure that arrangements are in place for the supervision and risk assessment of
ac6vi6es during free 6me. Children must not be allowed to wander alone in unfamiliar places.
During the trip
Group leaders should have clear roles and responsibili6es. They should not be over familiar with
children and must remember that they are in a posi6on of trust at all 6mes.
The use of alcohol and/or drugs or engaging in sexual rela6onships (between two young people)
should not be allowed, even if the local legisla6on rela6ng to these behaviours is more lenient than
in Scotland.
Group leaders should keep an overview of the wellbeing of all children and try to iden6fy issues early
on to resolve them quickly. Children can be encouraged to par6cipate in this process. For example,
by taking turns to complete a daily diary as a way for them to communicate (both posi6ve and
nega6ve) things that they want the group leaders to know.
Arer the Trip
It is recommended that everyone involved in the trip, including the children, takes part in a debrief
to reﬂect on what went well, not so well and what could be done diﬀerently next 6me.
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Please also see Safe Sport Events, Ac@vi@es and Compe@@ons, published by the NSPCC Child
Protec6on in Sport Unit for further guidance: hdps://thecpsu.org.uk/resource-library/2013/safesport-events-ac6vi6es-and-compe66ons/
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PROCEDURE FOR THE USE OF PHOTOGRAPHS, FILM AND VIDEO
Children must be protected from those who would seek to use photos and videos to place them at
risk of harm.
Wriden consent must be obtained from the child’s parents/carers before any photography or ﬁlming
takes place.
MANAGEMENT OF PHOTOGRAPHY
Reasonable steps must be taken to promote the safe use of photography and ﬁlming at events and
ac6vi6es. It is not possible to prevent individuals photographing or ﬁlming in public places, but the
club does have the right to prohibit the use of photography, ﬁlm or video at its own events or
ac6vi6es at a private venue.
Where photography or ﬁlming is permided, (and consent has been granted from parents/carers), the
following guidelines should be followed:
•

Put a system in place to allow easy tracking of photographers and their equipment. For
example use a badge or s6cker to iden6fy those with permission to photograph or ﬁlm.

•

Children must never be portrayed in a demeaning, tasteless or a provoca6ve manner.
Children should never be shown in a state of par6al undress, other than when depic6ng an
ac6on shot within the context of the sport. Agre such as tracksuits or t-shirts may be more
appropriate.

•

No unsupervised access or one-to-one sessions will be allowed unless this has been explicitly
agreed with the child and parents/carers.

•

Decisions about publishing images should reﬂect the best interests of the child and should
consider whether they might place the child at risk. Special care must be taken in rela6on to
vulnerable children such as those in care, ﬂeeing domes6c violence or a child with a
disability.

•

All nega6ves, copies of videos and digital images will be stored in a secure place. These will
not be kept for any longer than is necessary having regard to the purposes for which they
were taken.

•

Indecent images of young people under 18 years of age are classiﬁed as child abuse imagery
and must be reported immediately to the police.

MOBILE PHONE CAMERAS
A number of children have been placed at risk as a result of the ability to discreetly record and
transmit images through mobile phones. Par6cular care is required in areas where personal privacy is
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important e.g. changing rooms, bathrooms and sleeping quarters. No photographs or ﬁlming should
ever be permided in such areas.
CONCERNS
Anyone behaving in a way which could reasonably be viewed as inappropriate in rela6on to ﬁlming
or photographing should be reported to the Club Safeguarding Oﬃcer, or the police.

COMMUNICATION TECHNOLOGY & SOCIAL MEDIA
Communica6on technology and social media developments advance extremely quickly, meaning
ways in which we communicate and receive and absorb informa6on are changing all the 6me. This
provides a great opportunity for clubs to promote their ac6vi6es and communicate easily with
members. But it can also put children and young people at considerable risk, which is why
safeguards must be put in place.
Adults who seek to harm children have been known to use technology and social media to “groom”
children. This area is now speciﬁcally addressed by the Protec6on of Children and Preven6on of
Sexual Oﬀences (Scotland) Act 2005. It is also widely acknowledged that children can be harmed by
the behaviours and ac6ons of their peers for example, on-line bullying and sex6ng.
The following guidelines should be met in order to safeguard all par6es when communica6ng using
tex6ng/social media:
•

All communica6ons from the club with children should be open, transparent and
appropriate.

•

Messages should only be sent to communicate details of mee6ng points, training, match
details, compe66on results etc. The same message should be sent to every member of the
group/team.

•

It should always be clear that it is the club who is communica6ng informa6on – one-to-one
messaging arrangements between sports volunteers/staﬀ should be strongly discouraged
and safeguards should be in place and segngs adjusted to prevent this happening.

•

Messages should never contain any oﬀensive, abusive or inappropriate language. They
should not be open to misinterpreta6on.

•

Wriden permission must be sought from parents/carers to communicate with children under
16 years via technology/social media.

•

Parents should be oﬀered the op6on to be copied in to any messages their child will be sent.

•

Consent to communicate via technology/social media should be sought directly from young
people aged 16 to 18. Though consent from parents/carers is not required for this age group
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it is recommended that parents/carers are informed of the inten6on to communicate with
their children.
•

Children and young people should be informed about the means of communica6on at the
club. They should also be given informa6on on how to keep themselves safe and who to
report any concerns to within the club.

•

All concerns about the inappropriate use of technology and social media will be dealt with in
line with the Procedure for Responding to Concerns about a Child. This may include the
concerns being reported to police.

•

All phone numbers/email addresses of children and young people should be recorded and
kept securely in a locked cabinet or password-protected electronic ﬁle or database.

•

The number of people with access to children and young people’s details should be kept to a
prac6cal minimum. A record should be kept of their numbers/addresses by the Club
Safeguarding Oﬃcer.

Club Websites/Social Media Sites
Websites/Social Media sites provide an opportunity for a club to extend their community proﬁle,
adver6se and communicate easily with their members. Thought should be given to consent, tone
and how sites and pages will be monitored. In terms of publishing informa6on and pictures the
following good prac6ce should be noted:

Permission
•

Wriden parent/carer consent must be obtained for all children aged under 16 before
publishing any informa6on or pictures of a child. If the material is changed from the 6me of
consent, the parents/carers must be informed and consent provided for the changes.

•

Special care must be taken in rela6on to vulnerable children e.g. child ﬂeeing domes6c
violence or a child with a disability, and considera6on given to whether publica6on would
place the child at risk.

•

Young athletes who have a public proﬁle as a result of their achievements are en6tled to the
same protec6on as all other children. In these cases, common sense is required when
implemen6ng these guidelines. All decisions should reﬂect the best interests of the child.

Use of Images and InformaQon
•

Informa6on published on the websites/social networking sites must never include personal
informa6on that could iden6fy a child e.g. home address, email address, telephone number
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of a child. All contact must be directed to the club. Credit for achievements by a child should
be restricted to ﬁrst names e.g. Tracey was Player of the Year 2002.
•

Children must never be portrayed in a demeaning, tasteless or a provoca6ve manner.
Children should never be portrayed in a state of par6al undress, other than when depic6ng
an ac6on shot within the context of the sport. Agre such as tracksuits or t-shirts may be
more appropriate.

•

Informa6on about speciﬁc events or mee6ngs e.g. coaching sessions must not be distributed
to any individuals other than to those directly concerned.

Forums
Where a site allows for two way communica6on between the organisa6on and members close
monitoring is required.

From 6me to 6me forums can be used to target individuals or to engage

contributors in debates that can cause upset and embarrassment to children and young people.
Coaches, members of staﬀ or volunteers should refrain from being drawn into debates concerning
selec6on, performance or personali6es – even where the subject of discussion is anonymous.
Any oﬀending comments should be removed by the club and appropriate procedures should be used
to address poor prac6ce or Code of Conduct breaches.
Concerns
Any concerns or enquiries should be reported to the clubs Safeguarding Oﬃcer.
For more informa6on on the use of social media please access Safeguarding in Sports ‘Social Media
Guidelines for Sport Coaches, Volunteers and Athletes’ at: hdp://www.children1st.org.uk/what-wedo/how-we-help/safeguarding-in-sport/safeguarding-in-sport-resources/

CLUBHOUSES AND CHANGING ROOMS
Children are par6cularly vulnerable in the changing area of sports facili6es
Bullying can occur where children are len unsupervised in changing areas. It is recommended that
par6cular aden6on is given to the supervision of children aged 10 and under in changing rooms.
Adults should avoid changing or showering at the same 6me as children. If limited changing facili6es
mean that adults and children must share, adults must take care to protect the modesty and privacy
of themselves and the children. Parents/carers should be made aware if this is likely to be the case.
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An adult should not be alone with a child in the changing areas. If possible more than one adult
should supervise changing areas. Extra vigilance may also be required if there is public access to the
venue.
If children are uncomfortable changing or showering in public, do not pressure them to do so.
If you need to use a changing room for another purpose, such as a team talk, wait un6l all children
are fully dressed.
No photography or ﬁlming should be allowed in changing areas.

ADULTS AND CHILDREN PLAYING TOGETHER
One of the reasons for the popularity of golf is that the game is not restricted either compe66vely or
socially by skill, age or gender. Golf can be enjoyed and keenly contested by players from and
between any number of apparently diverse groups. That this diversity, almost unique to golf, is
encouraged is essen6al to ensure the con6nuity of one of the most endearing tradi6ons of the game.
Every eﬀort must be made to promote this mix of physical and technical ability.
Responsible interac6on between adults and children helps bring mutual respect and understanding.
Nevertheless, when playing golf with a child, adults should always be aware the certain age-related
diﬀerences do exist and should conduct themselves in a manner that recognises this.

CHILDREN PLAYING ON THE COURSE WITHOUT ADULTS
Golf courses may have a number of unmanned access and egress points which limit the control of
children playing alone or with another child, but this in itself should not preclude the club from
ademp6ng to minimise poten6al problems involving children playing together.
Golf clubs should endeavor to have procedures in place for children to register in and out when using
the golf club. This is to help ensure that they are aware when children are playing or on club
premises.
•

If possible, it is advisable to have some method for children playing on their own or with another
junior to sign in and out. If it is not prac6cable to hold a register then at least permission should
be gained from parents for their children to be on the clubs premises by including this on a
consent form.

The organisa6on is not responsible for providing adult supervision of children, except for formal
junior golf coaching, matches or compe66ons.
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TEMPLATE PARTNERSHIP WITH PARENTS/CARERS FORM
Braehead Golf Club values the involvement of children and we are commided to ensuring that all
children have fun and stay safe whilst par6cipa6ng in golf. To help us fulﬁl our joint responsibili6es
for keeping children safe Braehead Golf Club has a code of conduct and follows Good prac6ce
Guidelines. These tell you what you can expect from us when your child par6cipates in golf and
details the informa6on we need from you to help us keep your child safe.
We need you to complete this form at the start of every season and to let us know as soon as
possible if any of the informa6on changes. All informa6on will be treated with sensi6vity, respect
and will only be shared with those who need to know:
Child’s Name:

Date of Birth:

Address:

Tel No:

Postcode:
Emergency Contact Name 1:

Contact Tel No:

RelaQonship to Child:

Email:

Emergency Contact Name 2:

Contact Tel No:

RelaQonship to Child:

Email:

Name of School:

Tel No of School:

Name of GP:

Tel No of GP:

Address of GP:
Postcode:
A.

GENERAL & MEDICAL INFORMATION

Please complete the following details. If none, please state “none”.
1. Does your child have a disability/medical condi6on that will aﬀect their ability to take part in
golf? If yes, please give details:
2. Does your child take any medica6on? If yes, please give details:

3. Does your child have any exis6ng injuries (include when injury sustained and treatment
received)? If yes, please give details:
4. Does your child have any allergies, including allergies to medica6on? If yes, please give details:
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5. Is there any other relevant informa6on which you would like us to know about your child? (e.g.
access rights, disabili6es, etc)
B.

CONSENT – MEDICAL TREATMENT

I consent / I do not consent (delete as appropriate) to my child receiving medical treatment,
including anaesthe6c, which the medical professionals present consider necessary.
C.

CONSENT – TRANSPORTATION OF CHILDREN

I consent / I do not consent (delete as appropriate) to my child being transported by persons
represen6ng Braehead Golf Club for the purposes of taking part in golf.
I understand Braehead Golf Club will ask any person using a private vehicle to declare that they are
properly licensed and insured and, in the case of a person who cannot so declare, will not permit
that individual to transport children.
D.

CONSENT - PHOTOGRAPHS AND PUBLICATIONS (INCLUDING WEBSITE)

Your child may be photographed or ﬁlmed when par6cipa6ng in golf.
I consent / I do not consent (delete as appropriate) for my child to be involved in photographing/
ﬁlming and for informa6on about my child to be used in accordance with the Safe in Sport – Good
Prac6ce Guidelines.
E.

CONSENT – CONTACT INFORMATION

Braehead Golf Club may contact your child from 6me to 6me via email, text or social networking
site.
I consent / I do not consent (delete as appropriate) for my child to be contacted via email, text or
social networking site in accordance with the purposes stated in Safe in Sport – Good Prac6ce
Guidelines.
I do / do not (delete as appropriate) wish to be copied in to these messages. If you do wish to be
copied in to these messages please ensure your email details are in the Contact sec6on of this form.

F.

CONSENT – SIGNATURE

1. I am aware of the Safe in Sport – Good Prac6ce Guidelines and agree to work in partnership with
Braehead Golf Club to promote my child’s safe par6cipa6on in golf.
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2. I am aware of Braehead Golf Club Code of Conduct and Safeguarding and Wellbeing Policy and
Procedures.
3. I undertake to inform Braehead Golf Club should any of the informa6on contained in this form
change.
Parent/Carer’s Signature:
(Please state relaQonship to child if not parent)

Date:

___

Print Name:

Child’s Signature (If 8 years or older):____________________________
Date:______________________

SECTION 5
Page 58
Updated 19-7-19

RESPONDING TO CONCERNS

RESPONDING TO CONCERNS ABOUT A CHILD
A set procedure for responding to a wellbeing or protec6on concern about a child makes sure that
everyone is clear on what ac6on to take in the event of a concern being raised. The procedure is
based on three steps: Respond, Record, Report.
The following principles underpin the procedure:
•

The wellbeing of the child is the paramount considera6on.

•

Parents/carers have the primary responsibility for the safety and wellbeing of their children
and where possible the club should work in partnership with parents/carers when there are
concerns about a child.
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•

Children have the right to say what they think in all maders aﬀec6ng them and to have their
views taken seriously (Ar6cle 12, UNCRC). It is important therefore to seek the views of the
child, where relevant and appropriate, and to seek their consent for further repor6ng of the
concern.

•

Where the concern about a child’s wellbeing suggests that they are in need of protec6on,
the informa6on must be passed on to police/social work with or without the child’s consent
for the purposes of their protec6on. Allega6ons of abuse must always be taken seriously. No
member of the club shall inves6gate allega6ons of abuse or decide whether or not a child
has been abused.

WHAT TO DO IF THERE IS A WELLBEING CONCERN ABOUT A CHILD
Members of the sports volunteers/staﬀ may be informed in diﬀerent ways with regards to details of
a concern about a child. This may be:
•

A direct disclosure by a child

•

Through observa6on of a child, demonstrated by a change in their behaviour, appearance or
nature

•

Informa6on that is shared from another individual or organisa6on

Respond
Any wellbeing concern about a child should be considered in line with the GIRFEC wellbeing
indicators and may be discussed with parents/carers. For example, if a child seems withdrawn, he/
she may have experienced an upset in the family, such as a parental separa6on, divorce or
bereavement.
Common sense is advised in these situa6ons and the best interests of the child will be considered as
to what is the best support for each individual child. Children will be asked who they feel is suitable
to be informed and when relevant, consent should be gained from the child.
Record
Make a wriden record of the wellbeing concern as soon as possible using the Concern Recording
Form, comple6ng as much of the form as possible.
Report
All wellbeing concerns should be reported to the Club Safeguarding Oﬃcer as soon as possible. The
CPO may escalate the concern to the child’s school or to police/social work if this is considered
appropriate.
WHAT TO DO IF A CHILD DISCLOSES ABUSE
RESPOND
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Good pracQce:
•

React calmly so as not to frighten the child.

•

Consider what requirements a child may need to communicate eﬀec6vely (e.g. do they have an
addi6onal support needs, is English their ﬁrst language etc.).

•

Listen to the child and take what they say seriously. Do not show disbelief.

•

Reassure the child they are not to blame and were right to tell someone.

•

Avoid asking any ques6ons. If necessary only ask enough ques6ons to gain basic informa6on to
establish the possibility that abuse may have occurred. Only use open-ended, non-leading
ques6ons e.g. Who? What? Where? When?

•

It’s important to explain to the child who you may need to share informa6on with and why.
Don’t promise to keep informa6on to yourself.

•

Do not introduce personal informa6on from either your own experiences or those of other
children.

•

Pass on the informa6on to the Club Safeguarding Oﬃcer/or social work services or the police
without delay
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Avoid:
•

Panicking

•

Showing shock or distaste

•

Probing for more informa6on than is oﬀered

•

Specula6ng or making assump6ons

•

Approach the individual against whom the allega6on has been made

•

Making nega6ve comments about the person against whom the allega6on has been made

RECORD
Make a wriden record of the informa6on as soon as possible using the Concern Recording Form,
comple6ng as much of the form as possible
REPORT
Advise the Club Safeguarding Oﬃcer as quickly as possible. This should not be delayed by gathering
informa6on to complete all sec6ons of the form. The informa6on in the form will help the Club CPO,
police and social workers to decide what ac6on to take next.
For advice and guidance when/if the Club CPO is unavailable, or when an immediate response is
required, contact the police and social work services directly. Record any advice.
Sharing Concerns with Parents/Carers
Where there are concerns that the parents/carers may be responsible for, or have knowledge of, the
abuse sharing concerns with the parents/carers may place the child at further risk. In such cases
advice must always ﬁrstly be sought from the police or social work services as to when and who
should inform the parents/carers.
Further guidance and support is available from the Scogsh Golf Safeguarding Oﬃcer who can be
contacted on 01334 466478 or safeguarding@scogshgolf.org

TEMPLATE FLOWCHART FOR RESPONDING TO A CHILD WELLBEING OR
PROTECTION CONCERN
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If you are concerned about a child

Club member informs CPO
Do the following process together

Write down concerns in as much FACTUAL detail as
possible using concerns repor6ng form

Is there a concern for the child’s immediate safety?

YES

Contact: Police (999)

UNCLEAR
What the full extent of the concern is?

Contact Scogsh Golf Safeguarding Oﬃcer:
07812665164 and or Social Services, request
informa6on on how best to engage with child

Social Service: Follow their advice
as to who informs parents
Monitor child, record and take ac6on if any
further concerns

Contact Scogsh Golf Safeguarding
Oﬃcer for support 07812665164

Inform coaches of how best to support child

RESPONDING TO CONCERNS ABOUT THE CONDUCT OF AN ADULT
In all cases where there are concerns about the conduct of an adult towards a child, the best
interests and wellbeing of the child will be the paramount considera6on. These procedures aim to
ensure that all concerns about the conduct of an adult are dealt with in a 6mely, appropriate and
propor6onate manner. No member of the club in receipt of informa6on that causes concern about
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the conduct of an adult towards children shall keep that informa6on to himself or herself, or adempt
to deal with the mader on their own.
At any point in responding to concerns about the conduct of an adult, advice may be sought from the
police or social work services.
If the club is no6ﬁed that a member of staﬀ is under considera6on for lis6ng by Disclosure Scotland,
a precau6onary suspension should be put in place pending the outcome. A suspension is not a form
of disciplinary ac6on.
Ini7al Repor7ng of Concerns
Any concerns for the wellbeing of a child arising from the conduct of an adult must be reported to
the Club Child Wellbeing and Protec6on Oﬃcer on the day the concern arises, as soon as prac6cally
possible.
Where the concern is about the Club Safeguarding Oﬃcer, concerns should be reported to the Chief
Execu6ve /Chair of the Board or similar senior ﬁgure.
Record
Make a wriden record of the informa6on as soon as possible using the Concern Recording Form
comple6ng as much of the form as possible.
Report
Advise the Club Safeguarding Oﬃcer as quickly as possible. This should not be delayed by gathering
informa6on to complete all sec6ons of the form. The informa6on in the form will help the Club CPO
to decide what ac6on to take next.
For advice and guidance when/if the Club CPO is unavailable, or when an immediate response is
required, contact the CPO’s designated deputy.

Ac6ons taken and reasons for decisions shall be recorded (in the order in which they happen) on the
Concern Recording Form. This should be signed and dated by the Club Safeguarding Oﬃcer or the
person appointed to manage the response process.
1. Establish the Basic Facts
Once the concerns have been reported, the Club Safeguarding Oﬃcer, or the person appointed to
manage the response process will:
•

Establish the basic facts

•

Conduct an ini6al assessment of the facts in order to determine the appropriate course of
ac6on
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•

Consult external agencies such as the police and social work services for advice at any 6me.
This is important because they may hold other important informa6on which, when
considered alongside the current concerns, builds a signiﬁcant picture of concern.

2. Conduct an Ini7al Assessment
The purpose of the ini6al assessment is to clarify the nature and context of the concerns. It should
determine if the adult’s conduct was inappropriate behaviour, serious poor prac6ce/misconduct or
whether there is reasonable cause to suspect an adult’s behaviour and conduct has been criminal.
Every situa6on is unique so guidance cannot be prescrip6ve.
•

Where the established facts support a concern of criminal behaviour, the ini6al assessment
will not form part of the disciplinary inves6ga6on

•

Subject to the nature and seriousness of the situa6on, if it is not clear at this stage whether a
criminal oﬀence may have been commided, the member of staﬀ/volunteer may be
approached as part of the informa6on gathering process.

•

Where the nature and seriousness of the informa6on suggests that a criminal oﬀence may
have been commided, or that to assess the facts may jeopardise evidence, advice will be
sought from the police before the adult is approached.

•

An ini6al assessment of the basic facts may require the need to ask a child some basic, openended, non-leading ques6ons solely with a view to clarifying the basic facts. It may also be
necessary to ask similar basic ques6ons of other children, or other appropriate individuals.

•

Interviewing children about possible abuse and criminal oﬀences is the sole remit of specially
trained police oﬃcers and social workers. Ques6oning of children by those conduc6ng an
ini6al assessment should always be avoided as far as possible. If it is necessary to speak to
the child in order to clarify the basic facts, best prac6ce suggests that consent is obtained
from a parent/carer.

Possible outcomes of ini6al assessment:
(i)

No further ac6on (facts do not substan6ate complaint)

(ii)

Situa6on is dealt with under Club Disciplinary Procedures

(iii)

Child Protec6on inves6ga6on (jointly by police and social work services)

(iv)

Criminal inves6ga6on (by the police). The results of a criminal inves6ga6on may well
inﬂuence the disciplinary inves6ga6on, but not in all cases

(v)

Civil proceedings (by the child/family who raised the concern)

IniQal assessment supports concerns about poor pracQce and/or misconduct
In the event of an inves6ga6on into the conduct of a member of the sports volunteers/staﬀ, all
ac6ons will be informed by the principles of natural jus6ce:
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•

They will be made aware of the nature of the concern

•

They will be given an opportunity to put forward their case

•

The club will act in good faith, ensuring the mader is dealt with impar6ally and as quickly as
possible in the circumstances

Any impact on a child’s wellbeing caused by an adult’s poor prac6ce/or misconduct will be managed
under the club’s disciplinary policy.

Pending the outcome of an inves6ga6on, precau6onary

suspension will be considered in all cases where there is a signiﬁcant concern about the conduct of
an adult towards a child.
Where the circumstances meet the referral criteria set out in the Protec6on of Vulnerable Groups
(Scotland) Act 2007, the sport has a legal duty to make a referral to Disclosure Scotland.
IniQal assessment supports concerns about possible criminal behaviour
If the ini6al assessment gives reasonable cause to suspect an adult’s behaviour has been a criminal
oﬀence, the Club Safeguarding Oﬃcer (CPO) will report the concerns to the police as soon as
possible on the day the informa6on is received.
Referrals to the police will be conﬁrmed in wri6ng by the Club CPO within 24 hours. A copy of the
Concern Recording Form will be provided to the police on request.
Appropriate steps will be taken to ensure the safety of the child(ren) who may be at risk. The
parents/carers of the child(ren) involved will be informed as soon as possible following advice from
the police.
Advice will ﬁrstly be obtained from the police about informing the adult involved in the concerns. If
the advice is to inform them, they will be told that informa6on has been received which may suggest
an allega6on of abuse or possible criminal oﬀence. As the mader will be sub judice (i.e. under
judicial considera6on) no details will be given unless advised by the police. All ac6ons will ensure
the best evidence is preserved for any criminal proceedings while at the same 6me safeguarding the
rights of the adult.
PrecauQonary Suspension
In line with the club’s disciplinary policy the adult involved may be suspended whilst an inves6ga6on
is carried out. The adult will be informed in wri6ng of the reason for the suspension. Suspension is
not a form of disciplinary ac6on.
Any disciplinary ac6on taken must not jeopardise an ongoing criminal inves6ga6on. The police
should be asked for advice. The ini6al assessment will not form part of the disciplinary inves6ga6on.
Non-recent AllegaQons of Abuse
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Allega6ons of abuse may be made some 6me aner the event e.g. an adult who was abused as a child
by someone who is s6ll currently working with children. The same procedures will be followed in the
event of an allega6on of non-recent abuse. For further guidance please refer to the ‘Responding to
Adult Disclosures of Childhood Sexual Abuse’ brieﬁng paper at: hdp://www.children1st.org.uk/whatwe-do/how-we-help/safeguarding-in-sport/safeguarding-in-sport-resources/
Media
All media enquiries rela6ng to the conduct of a member the sports volunteers/staﬀ should be
referred to the club’s nominated representa6ve – e.g. Safeguarding Oﬃcer/secretary. It is advisable
to seek support from the Scogsh Golf.
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TEMPLATE FLOWCHART FOR RESPONDING TO CONCERNS ABOUT THE
CONDUCT OF AN ADULT
Record the concern on the incident/concern report form. Report to the Club CPO

Ini6al assessment to establish the facts

Consider precau6onary suspension
where appropriate
(seek advice from Scogsh Golf Safeguarding
Oﬃcer)

POOR PRACTICE, POSSIBLE
BREACH OF CODE OF
CONDUCT?

SERIOUS POOR PRACTICE
OR MISCONDUCT?

POSSIBLE CRIMINAL
BEHAVIOUR?

Report concerns to club CPO
ensuring a copy is sent to
Scogsh Golf CPO

Report concerns to club CPO
and to Scogsh Golf CPO
inves6ga6on ini6ated

Club CPO or Scogsh Golf
CPO will report concerns to
the Police

Club CPO or line manager
will inves6gate in accordance
with Club procedures

Concerns will be managed in
accordance with Club
disciplinary procedures

Concerns will be managed in
accordance with legal
proceedings

Case to answer yes:
Disciplinary procedures
ini6ated, inform Scogsh
Golf CPO. Case to answer no
– Inform all par6es

Case to answer yes:
Disciplinary procedures
ini6ated, inform Scogsh
Golf CPO. Case to answer no
– Inform all par6es

Would depend on the
outcome of the judicial
process

Possible outcomes:
Complaint upheld – formal
discussion, further training,
referral to Scogsh Golf or no
case to answer

Possible outcomes:
Complaint upheld –
Disciplinary hearing,
sanc6ons issued, referral to
Scogsh Golf. No case to
answer

Possible outcomes:
Criminal proceedings, Civil
proceedings, Disciplinary
hearing, referral to
Disclosure Scotland where
PVG criteria met

Opportunity
to appeal decision
TEMPLATE CONCERN
RECORDING
FORMof Disciplinary Hearing
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•

Complete Part A of this form if the concerns relate to the general wellbeing of a child.

•

Complete Parts A and B if the concerns relate to possible child abuse.

PART A WHERE THERE ARE CONCERNS ABOUT GENERAL WELLBEING OF A CHILD
Where the concern does not involve the possibility of abuse, worries may be discussed with parents/
carers.
Any signiﬁcant incidents that cause concern about the wellbeing of a child should be recorded and
reported to the Club Safeguarding Oﬃcer and parents/carers as soon as possible. Seek advice from
the CPO, the Scogsh Golf CPO or the Safeguarding in Sport service if you are not sure what to do if
there are concerns about the general wellbeing of a child.
1. Child’s Details
Name:

Date of Birth:

Address:

School:

Postcode:
Tel No:
Preferred Language:

Is an interpreter required?
YES / NO

Any AddiQonal Needs?

2. Details of situaQon giving rise to concerns (including date, 6me, loca6on, nature of concern, who,
what, where, when, why)

3. Details of any witnesses/other people involved (including names, addresses and telephone
contacts)
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4. Details of any injuries (including all injuries sustained, loca6on of injury and ac6on taken.

5. Child’s views on situaQon (if expressed). Where possible, please use the child’s own words.

PART B WHERE THERE ARE CONCERNS ABOUT THE CONDUCT OF AN ADULT
6. Details of person about whom there is a concern
Name:

RelaQonship to Child:

Address:

Tel No:

Postcode:
7. Details of concerns: (date, 6me, loca6on, nature of concern, who, what, where, when, why,
con6nue on a separate sheet if necessary)

8. Details of any acQon taken

9. Details of other persons/agencies contacted: (including date, 6me, name of person contacted
and advice received)
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10. Have the child’s parents/carers informed? YES/NO If yes, record details / If no please state why
not:

Part C – YOUR CONTACT INFORMATION
11. Details of Person Recording Concerns
Name:

PosiQon/Role:

Address:

Tel No:

Postcode:
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DISCIPLINARY PROCEDURES
Any serious breach of the code of conduct should be dealt with under the club’s disciplinary
procedure. Where child abuse is alleged or suspected the mader must be handed over to the police
for inves6ga6on.
Special consideraQons – the involvement of children in disciplinary procedures
In establishing the facts of any concern or complaint, it may be necessary to speak to a child who was
involved in the alleged incident. Considera6on should be given to the following:
•

Consent from the parents/ carer

•

Age, gender and background of the child

•

Support required from a rela6ve or other responsible adult (not involved in the case)

•

Any assistance needed to communicate

•

Emo6onal state

•

Timing and loca6on to accommodate the child’s daily rou6nes

•

What will happen if the child becomes upset

•

Other informa6on that may be relevant

•

Crea6ng a segng that is not in6mida6ng

•

Only those who need to be there should be present whilst speaking to the child

•

Ques6ons should be clear and non-threatening

If the nature of the concerns suggests a criminal oﬀence has occurred or that a child may have been
abused, then it is the job of specially trained and competent police oﬃcers and social workers to
interview the child.
Making a referral to the children’s list (See Referrals Guidance & Policy for further details)
When disciplinary ac6on is taken against someone in regulated work as a result of harmful behaviour
towards a child, the club has a legal duty to refer the member of staﬀ/volunteer to Disclosure
Scotland so that considera6on can be given to whether that individual should be barred from any
kind of regulated work with children.
A referral must be made if the member of staﬀ/volunteer:
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•

Has been dismissed.

•

Would have been dismissed as a result of the incident had they not resigned, re6red or been
made redundant.

•

Has been transferred to a posi6on that is not regulated work with children.

•

Would have been dismissed or considered for dismissal where employment or volunteer role
was not due to end at the expiry of a ﬁxed term contract; or,

•

Would have been dismissed or considered for dismissal had the contract not expired.

It is an oﬀence NOT to refer an individual when the criteria have been met. For detailed guidance on
this see hdps://www.disclosurescotland.co.uk/protec6onservices/referralprocess.htm

CASE REVIEWS
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Reviewing how child wellbeing and protec6on concerns have been managed is an important part of
good prac6ce and risk management. It provides an opportunity to iden6fy speciﬁc areas of risk,
trends or paderns and to:
•

Explore if policies and procedures were followed and were eﬀec6ve

•

Establish whether appropriate ac6on was taken

•

Examine the role of individuals involved in responding to and managing the case to establish
whether further support or training is required

•

Review how well the club worked with other organisa6ons involved in the case

•

Iden6fy if any changes are required or recommenda6ons for the future

•

Iden6fy speciﬁc areas of risk, trends or paderns

•

Increase the conﬁdence of those involved in the club by demonstra6ng an open and
transparent approach

Clubs should conduct a review
•

At the conclusion of any case dealt with through the procedures for responding to concerns

•

At the conclusion of legal proceedings where the club has been involved in the inves6ga6on

•

At the conclusion of disciplinary proceedings, including an appeal

•

As part of the regular review of all child wellbeing and protec6on cases

The Case Review Matrix and Review Planning Template can be used to assist in the case review
process.

CASE REVIEW MATRIX
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PEOPLE
PROCEDURES
♦
♦
♦
♦
♦

♦
♦
♦

Were the relevant procedures followed?
If not, is there a reasonable explana6on for
this?
Were the 6mescales appropriate?
D o t h e p ro c e d u re s g i ve a d e q u ate
informa6on about what to do?
If appropriate, was a referral made to
Disclosure Scotland as required in law?
OUTCOMES
Was the outcome appropriate in the case?
If not, why not?
Is there a need to take further ac6on in this
case?

♦
♦
♦
♦
♦

♦
♦
♦

Were the right people involved?
Were the views of the child/family
obtained?
Were those involved aware of the
procedures?
Had the people involved been trained?
W h e re a p p ro p r i ate , we re ex te r n a l
organisa6ons involved; for example, the
police or governing body of sport?
RECORDING
Were records kept?
Is the quality of the informa6on recorded
sa6sfactory?
Can the forms be improved?
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CASE REVIEW TEMPLATE
Name of reviewer:
Case reference:

If this record is going to be shared with others, the case should be
anonymous - use a unique reference number or iden6ﬁer.

Outstanding invesQgaQons If relevant to this case, have the following been concluded:
and proceedings:
1. Police and social work child protec6on inves6ga6on? Y/N
2. A criminal inves6ga6on by the police? Y/N
3. Any related legal proceedings? Y/N
If the answer to any of these quesQons is no, the review cannot
proceed.
Remit of review:

List here in bullet point form the reasons for the review
•
•
•

Timescales for compleQon: This should be the dates when the review will begin and end with the
reported ﬁndings.

How will the review be
conducted?

List here the methods to be used to conduct the review; for example:
• a review of all paper records
• telephone/face to face interviews with relevant individuals
• contact with other organisa6ons involved as necessary.

Are there any special
For example, the child involved has a learning disability.
consideraQons or features
in this case?
How will the ﬁndings and
recommendaQons be
reported?
Who will the outcomes of
the review be shared
with?

List internal and external par6es with whom informa6on will be
shared.

Is a media strategy
required?
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SECTION 8
USEFUL CONTACTS AND WEBSITES
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Scomsh Golf Safeguarding Oﬃcers
Generic e-mail: safeguarding@scogshgolf.org
Gavin Forrester
The Dukes
St Andrews
KY16 8NX

t: 07812 665 164
e: g.forrester@scogshgolf.org
Valerie Wright
The Dukes
St Andrews
KY16 8NX

t: 07882 364 340
e: v.wright@scogshgolf.org

Children 1st Child ProtecQon in Sport Unit
t: 0141 419 1150
www.safeguardinginsport.org.uk
Childline Scotland
t: 0800 1111
www.childline.org.uk
ParentLine Scotland
t: 0808 800 2222
NSPCC Child ProtecQon Helpline
t: 0808 800 5000
Internet Safety:
www.thinkuknow.co.uk
UK Safer Internet:
www.saferinternet.org.uk
The Child ExploitaQon and Online ProtecQon Centre (CEOP)
www.ceop.gov.uk
respectme
Scotland’s An6-Bullying Service
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