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Introduction

When recruiting new members of staff or volunteers, all reasonable steps should be taken to
ensure that any person working with children and/or protected adults in football has been
recruited appropriately. Part of this recruitment process should involve finding out if someone

has a history of criminal or other concerning behaviour.

Every club has a legal duty under the Protection of Vulnerable Groups (Scotland) Act 2007 to
make sure that any person authorised to work or volunteer with children and/or protected adults
is not barred from working with either or both of these groups. If the member of staff or volunteer
will be working with children and/or protected adults they should apply to become a member of
the appropriate PVG Scheme and this application should be countersigned by the club.

This guidance note gives some background to PVG membership and some of the most
frequently asked questions about the scheme and how to administer it within clubs.

What is the PVG Scheme?

The PVG Scheme is managed and delivered by Disclosure Scotland as an executive agency of

the Scottish Government.

The PVG scheme ensures that:
¢ those who are otherwise in regulated work with children and/or protected adults do
not have a history of inappropriate behaviour; and
e excludes people who are known to be unsuitable, on the basis of past behaviour,
from regulated work with children and/or protected adults; and

e detects those who become unsuitable.

All PVG scheme members are subject to ongoing monitoring by Disclosure Scotland. The
person will remain a member of the PVG Scheme until they notify Disclosure Scotland that they
are no longer in regulated work with children and/or protected adults and remove themselves
from the Scheme, or if they become listed. By countersigning the PVG application it registers
the club’s interest in the person and the club will be informed directly by Disclosure Scotland if

that person comes under consideration for listing or becomes barred (listed).
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Children and Protected Adults

PVG membership for regulated work with children and regulated work with protected adults are

distinct.

« Children are defined as anyone who is under 18 years old.

o A Protected Adult is a person aged 16 or over who is provided with particular services.
The person is a protected adult by virtue of a service they receive, not because of a
particular condition or disability, and are a protected adult only while receiving that

service.

If the person will be in regulated work with both children and protected adults they should be
signed up to work with both protected groups. This is likely to apply to medical staff (including
first aiders) when their normal duties including working with both children and adults at the club.
For example, the club may only have a youth team but the first aider would be expected to treat
any adult who became unwell including a club official, match official or a spectator and vice

versa.

What is requlated work?

To be eligible for PVG membership the member of staff/volunteer needs to be in ‘regulated
work’. There is not a definitive list of what roles will or will not be covered under ‘regulated work’.
Instead it will require consideration of the role that person will undertake. It is the responsibility
of the club to decide whether or not the person will be in ‘regulated work’ and ensure that the
person is either already a member of the PVG Scheme, through a request for a PVG Scheme
Record Update (see below), or becomes a member before they start their role. Support in
making this decision can be obtained by contacting Disclosure Scotland, your ANA or the
Scottish FA, if required. Volunteer Scotland Disclosure Services also provide support to not-for-
profit organisations. The best way of determining whether someone is in regulated work is by

asking the following 5 questions:
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1. Is it work for the club? Will the person be carrying out either paid or unpaid work?
As an example, work does not include an agreement made between parents/carers to
transport children to and from games or training.

2. Who are they working with? Will the person be working with children aged under 18
years or protected adults?

3. Is one of the following activities part of the individual's normal duties?

e caring for children and/or protected adults

e teaching, instructing, training or supervising children and/or protected adults

¢ being in sole charge of children and/or protected adults

e unsupervised contact with children under arrangements made by a
“responsible person” through the club

* providing assistance, advice or guidance to a child and/or protected adult which
relates to physical or emotional wellbeing, education or training

¢ being a host parent for a child

4, Is it their normal duties? It has be part of their normal duties e.g the activity is
reasonably anticipated and could appear in the job description.

5. Are there any exceptions? There may be occasions where someone is working with
children and/or protected adults but this is ‘incidental’ to their normal duties e.g. U18
player playing for an adult team. An exception would also include working with children

who are in work or employment e.g. an assistant coach who is 17 years old.

For examples on how to consider whether the role is ‘regulated work’ see Appendix A

PVG membership will also be required for anyone whose normal duties include the day to day
supervision or management of a person who is in regulated work with children and/or protected

adults.

Application Process

The application process will depend on whether the person is already a member of the PVG

Scheme or not.
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If the person is a member of the PVG
Scheme for the work required

e.g. will be in regulated work with children
at your club and is already a PVG member
for that type of work

The person should apply for a PVG Scheme
Record Update (£18) on an Existing PVG

By
the club

Scheme Member  application.

countersigning this application,
becomes an ‘interested party’ and will be
notified if the person is or becomes unsuitable

for regulated work with children.

If the person is a member of the PVG
Scheme but not for the work required
e.g. will be carrying out regulated work
with children and protected adults at your
club but is currently only a member of the
PVG Scheme for regulated work with
children

The person should apply for a PVG Scheme
Record (£59) on an Existing PVG Scheme
Member application form. By countersigning
this application, the club becomes an ‘interested
party’ and will be notified if the person is or
becomes unsuitable for regulated work with
children and/or protected adults.

If the person is not a member of the
PVG Scheme

The person should apply for a PVG Scheme
Record (£59) on an Application to Join PVG

Scheme form.

For further information on the application process for new members see Appendix B.

Qualifying Voluntary Organisation (QVO)

If the person who is applying to become a member of the PVG Scheme or for an update is a
volunteer and your organisation qualifies as a QVO the PVG certificate will be free.

For further information on QVOs see Appendix C — Frequently Asked Questions.

Barred from requlated work

If Scottish Ministers decide that someone is unsuitable to carry out regulated work with protected
groups, they will bar them from working with children and/or protected adults, and inform
interested parties. They will also remove them from the PVG Scheme and tell any other
employers/interested parties listed on their record that they have been barred. Before a person
is barred from regulated work Scottish Ministers will go through a process known as
‘Consideration for Listing, unless the person has been convicted of an Automatic Barring

Offence.



MATTERS
MORE

NOTHING

For further information on ‘Consideration for Listing’ see Appendix D.

Disclosure Scotland retain the information of individuals who are barred from working with
children and/or protected adults. There are two separate barred lists under the PVG Scheme,
one for people barred from undertaking regulated work with children and another for people
barred from undertaking regulated work with protected adults. These lists are known as the
“Children’s List” and “Adults List” and are administered by Disclosure Scotland on behalf of
Scottish Ministers. A person can appear on one or both lists and does not have to be convicted
of an offence in order to be barred on either list.

It is a criminal offence for a club/association to have someone in regulated work with

children and/or protected adults who is barred from working with that group(s)

Requirements on clubs

e The club must ensure that anyone who is in regulated work with children and/or
protected adults at the club is a member of the PVG Scheme for the appropriate
workforces before they start working for the club.

e The club must request a Scheme Record Update for anyone who is in regulated work
with children and/or protected adults every three years. This is because the club will
not automatically be notified of convictions or relevant information unless it leads to
consideration for listing or the person becoming barred from regulated work with
children and/or protected adults.

o If the member of staff/volunteer leaves your club you should notify Disclosure Scotland
that the person is no longer in regulated work with your club and you will be removed
as an ‘interested party’.

¢ If the club employs staff or volunteers in regulated work and they are involved in conduct
that harms children or protected adults or places them at risk of harm, the club may be

required by law to make a referral to Disclosure Scotland. Full details as to when to

make a referral and what harmful behaviour should be referred can be found at

https://www.myqgov.scot/pvg-referrals/

Failure by an organisation to make a referral within 3 months, if they are

legally required to do so, is a criminal offence.

e Clubs must remember that PVG checks are only one part of the Appointment and

Selection Procedure.



https://www.mygov.scot/pvg-referrals/
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Basic Disclosure

If the role does not involve regulated work with children and/or protected adults, the club can
consider asking the person for a basic disclosure. A basic disclosure is a criminal record check
and shows any unspent convictions and whether the individual is included on the Sex Offenders
Register. Anyone can apply for a basic disclosure about themselves and this will be issued to
that person. One certificate is issued and this is normally sent to the applicant’s home address.
The applicant can request that the basic disclosure certificate is to be sent directly to the club
but must give their written consent for this. The cost for this certificate is £25.
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APPENDIX A — Examples of requlated work

+ The manager of the adult team signs a 17 year old player. The coach has not previously
worked with any under 18s and is not a member of the PVG scheme. Does he need to
join the PVG Scheme?

1. Isitwork? Yes.

2. Who are they working with? Adult players and a 17 year old player.

3. What do they do? The coach would be involved in the training, teaching,
instructing or supervision of the adult team which includes a young person under
18 years old.

4. s it their normal duties? Yes, while the 17 year old player is on the team the
roles mentioned above would be part of their normal duties.

5. Are there any exceptions? Yes, the activity is targeted at adults and the
presence of young people in the activity is ‘incidental’.

Not eligible for PVG membership. As the coach is coaching a 17 year old who is part
of the adult team this would not be an activity aimed at U18s.

Although a PVG is not required, the club may want to consider getting a Basic
Disclosure for the coach. This example also highlights the importance of the
other checks which can be completed as part of the Appointment and
Selection procedures, specifically references.

+ A club employs a kit person. The job description is responsibility for the kit of the first
team, reserve team and U17s. In relation to the U17 team, the kit person also has
responsibility for supervising the children along with another volunteer while they are in
the changing rooms and will look after a child during the game if they are injured. Does
the kit person need to join the PVG scheme?

1. Isitwork? Yes

2. Who are they working with? As part of the responsibilities for the U17 team they
will be working with young people.

3. What do they do? They are involved in supervising children and, as part of their
role, may have sole charge of children and/or unsupervised contact.

4. s it their normal duties? Yes.

5. Are there any exceptions? No.

PVG eligible for children. The PVG is only required because of their role in
supervising the young players. If the kit person’s responsibility only extended as far as
the kit and they did not have other involvement with the players as detailed above, then
membership to the PVG scheme would not be required.

This is an example where it is important to ensure that the job description is
accurate on the application to Disclosure Scotland e.g. Kit person with
responsibilities of supervising children within the changing area and off the
field if injured.




MATTERS
MORE

NOTHING

+ A parent of one of the players drives his 9 year old son and two other players, who are
the same age, to and from all games. The agreement to drive the children to and from
the game has been made between the parents.

1. Is it work? No, this is not work for the club as this is an agreement between the
parents.

Not eligible for PVG membership. This is an agreement between the parents and
therefore it is not ‘work’. The responsibility falls to the parents to ensure that their child is
safe when leaving them in the care of another adult.

If this arrangement had come about because it was organised and managed
by the club then they would require to become a member of the PVG Scheme
because it would involve being in sole charge of children and having
unsupervised contact.

+» The club has an agreement with a young person (17 years old) that he can write all
match reports and conduct interviews with the players of an U18s team but always with
the coach present. The young person has responsibility for keeping the club website up
to date and writing match reports and posting photos. The young person also writes for
the local newspaper reporting on matches in the area. Does he require to become a
member of the PVG scheme?
1. Isitwork? Yes
2. Who are they working with? Various people at the club including U18s who are
involved at the club.
3. What do they do? He is involved in interviewing players but he does not have
unsupervised contact with under 18s and is not involved in any of the other
activities listed above under ‘What is regulated work?’

Not eligible for PYG membership. Although he will have contact with U18s, it is not an
activity which would involve him being in regulated work with them. If a coach was not
present when interviewing U18s players then the young person may be eligible for PVG
membership because he would be having unsupervised contact with U18s as part of his
normal duties. The club may consider requesting a Basic Disclosure.

+ The coach of an adult team within your club is now helping with your development squad
of U18 players. Do they need to join the PVG scheme?

1. Isitwork? Yes

2. Who are they working with? They are now working with players U18 and this
activity is aimed at U18s.

3. What do they do? The coach will be involved in the teaching, instructing, training
or supervising children. At times they may be in sole charge of children and
have unsupervised contact with children.

4. s it their normal duties? Although not previously in their job description this is
more than a one off occurrence and is now part of their normal duties

5. Are there any exceptions? No.

PVG eligible for children. It is important to reconsider whether a PVG is required if a
member of staff/volunteers who is already at the club moves from one position to another
which now involves regulated work with children and/or protected adults.
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+» The physiotherapist at the club is involved with the first team, U19s, and various youth
teams (U16s and U13s).

1. Isitwork? Yes

2. Who are they working with? The physiotherapist works with adults and children.

3. What do they do? Provide assistance, advice or guidance to a children and
protected adults which relates to physical or emotional wellbeing, education or
training.

4. ls it their normal duties? Yes, the duties above are part of their role description.

5. Are there any exceptions? No

PVG eligible. The physiotherapist will require to be a member of the PVG scheme for
both children and protected adults. When a player over the age of 18 years old is
injured, they fall within the category of ‘protected adult’. If the physiotherapist is already
a member of the PVG scheme but only for children, or vice versa, they will need to apply
again to be a member of the other scheme.

Anyone treating players for injuries as part of their normal duties will always
require to be a member of the PVG Scheme. If the injured players is over 18
they are considered a ‘protected adult’ due to their injury.

The need to be a member of the PVG Scheme would also apply to first aiders.

10



APPENDIX B — Application Process for new members

Individual who will be employed/volunteering in a role which involves regulated work applies to
become a member of the PVG Scheme — Affiliated National Associations (ANA) or clubs should
provide the individual with the application form

Application is countersigned by

appropriate person either at the club
or at VSDS for ANA applications

!

Disclosure Scotland carries out criminal record checks and also gathers any
other relevant information

The individual will be An individual may be accepted to the Individuals who are barred
accepted onto the PVG Scheme but an offence or from working with children
Scheme. The relevant information is disclosed. A and/or protected adults will not
individual and the conviction that does not bar the be able to join the scheme —
ANA or club will be individual from ‘regulated work’ may be the ANA or club will be notified
issued separately with added to the Scheme Record. Both the in writing that the individual
a PVG Scheme individual and the ANA or club will be cannot be member of the PVG
Record, each for their issued with the PVG Scheme Record Scheme
own record which will include the conviction. The
PVG member may disagree with the By law, this individual is not
inclusion of this conviction and they can allowed to undertake
apply to the sheriff court to have the ‘regulated work’ for the club
information removed. If there is an

application to have the information
removed, the club’s copy of the PVG
Certificate will not be issued until a
decision has been made by the Sheriff

The ANA or Club Safeguarding Panel
will undertake a risk assessment in
relation to the information disclosed
and decide whether the individual is
accepted into the proposed role at
the club

11
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APPENDIX C — Frequently Asked Questions

Why can clubs not simply get a PVG membership for everyone at the club?

The PVG Act set out in some detail the purpose for which PVG Scheme disclosures can be
used. To use them for other purposes is unlawful. Disclosure Scotland has a compliance team
which works with its registered bodies to ensure that they request and handle disclosures
appropriately. They monitor disclosure applications and will take action where it becomes clear
that organisations are making unlawful requests. Individuals who are concerned that they may
be being asked for a disclosure inappropriately should report the matter to Disclosure Scotland
for further investigation.

The volunteer is a teacher and is already a member of the PVG scheme, what do | need
to do when they are about to start a voluntary role at the club?

You should request a PVG update for their work with your club. If the role will involve the
volunteer being in regulated work with protected adults, they may need to become a member of
the PVG Scheme for protected adults.

How often does the PVG need updated?

As part of our ongoing commitment to safeguard children and protected adults, a PVG Record
update is required for those in regulated work every 3 years. In addition, the PVG member will
complete a self-declaration form annually.

How long do the checks take?

90% of PVG applications are completed by Disclosure Scotland within 14 day (not including
postage time) provided that they are completed correctly.

What happens if the club does not request a PVG membership for someone who should
be a member?

It is a requirement of our minimum standard for child wellbeing and protection in football that all
clubs and organisation have an appointment and selection procedure in place. If you do not
have this in place then you may be putting the children who attend your club at risk.

If you have not requested a PVG Scheme Report (or Update) for someone who is in
regulated work with children and/or protected adults then you should do so
immediately. The person should not continue regulated work during the period you
are waiting on the PVG application to be processed. If the person has been barred
from regulated work with children and/or protected adults then the club may have
committed an offence if the person has been allowed to undertake regulated work.

When should | request a PVG membership for someone | wish to employ or someone |
already employ?

You should request a PVG before the person starts the ‘regulated work’.

12
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What if the person has previous convictions/non-conviction information?

Having a criminal record will not necessarily prevent the person from working with children
and/or protected adults at a club. Any relevant vetting information disclosed on the Scheme
Record should be considered in relation to the position for which the person has applied. If the
person has already disclosed this information in the self-declaration form, they will have had the
opportunity to make the club aware of this information and provide some details. If required, you
can invite the person to a meeting to discuss this further (if this did not happen at interview) to
ensure you have as much of an understanding as possible with regards to the situation.
Decisions should be made by more than one person at the club.

Who pays for a PVG for an employee?

If your club qualifies as a Qualifying Voluntary Organisation (QVO), the PVG certificate will be
free for any unpaid volunteers doing regulated work. PVG checks are not free for anyone who
is not a volunteer in a QVO. There are 3 different ways to apply become a QVO. Further
information on how to apply to be a QVO can be found at https://www.mygov.scot/apply-qvol/.
If your club has been authorised as a QVO, you must tick the box on the PVG application form
which qualifies for a free certificate.

If the organisation does not meet the requirements to be a QVO, PVG checks have to be paid
for, even for volunteers. It is a matter for individual clubs as to how this is managed.

What happens if my employee or prospective employee is not allowed to join the PVG
Scheme?

If the employee or prospective employee cannot become a member of the PVG scheme this
means they are barred from regulated work with children and/or protected adults (depending on
what scheme they have applied for). If the person is barred from ‘regulated work’ with children
or protected adults then they cannot undertake regulated work with this group or groups at your
club.

It is illegal for a person to undertake regulated work if they are barred from doing so,
and illegal for an organisation to employ a barred person in regulated work.

My club does not have youth team, are there any roles which will require the individual
to be a member of the PVG Scheme?

Yes, first aiders, doctors and physiotherapists will always require to be a member of the PVG
scheme, even if the club only has adult players. When a player is injured they are considered
a ‘protected adult’. It may also be necessary for them to have PVG membership for regulated
work with children if they would be expected to treat any child who became unwell e.g. if a
spectator became unwell during a game.

Who is a ‘protected adult’?

A person aged 16 or over who is provided with particular services. An important principle
underpinning PVG is that person is a protected adult by virtue of a service they receive, not
because of a particular condition or disability, and that they are a protected adult only while
receiving that service. A common example of this is when a person is receiving medical
treatment.

13
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What is barring?

Barring is the consequence of being listed. Normally an individual will be listed by either
Disclosure Scotland or Disclosure and Barring Service (who have a similar function to Disclosure
Scotland in England and Wales) and they will then be barred across the UK.

How will organisations be informed if someone becomes barred?

At the start and end of consideration for listing, all interested parties will be notified of the
decision in writing. The interested parties are:
e The individual;
e Any organisation for which Disclosure Scotland knows the individual is doing regulated
work; and
o Any relevant professional regulatory body.

I volunteer at a grassroots club. Does the club complete the PVG?
No. A PVG will need to be completed with the appropriate ANA.

Do | have to wait on a ‘PVG evening’ to complete my PVG?

No. Please contact your ANA for further details.

I volunteer in both the girls section and boys section of our club. Does my PVG cover me
for both?

You will need to complete a PVG for both SWF and SYFA. For example, if you have already
completed a PVG with SWF you will then require to complete an update for SYFA.

Where can | find out more information on completing a PVG application?
Guide to checking and completing an application to join PVG scheme

https://www.mygov.scot/pvg-applicant-qguide/applicants-quide-application-to-join-
2016.pdf?inline=true

14
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APPENDIX D = CONSIDERATION FOR LISTING

Information about a
conviction or intelligence
from police.

Information about a
conviction from the Scottish
Courts Service

I

Disclosure Scotland will trigger a process
known as “consideration for listing”

A referral from employer
or regulatory body

Initial Assessment

Information checked to decide whether the person may
need to be added to the list of people not allowed to
work with children and/or protected adults

*The employer and/or regulatory body will not be
notified at any stage of the initial assessment**

Decision that it is not appropriate for
the person to be considered for listing
— the consideration assessment will
end

Employer and/or professional

Full Assessment

If the initial assessment shows that Disclosure Scotland
may need to list the person they will carry out a full
‘consideration for listing’ assessment

regulatory body is notified that
Disclosure Scotland is considering
listing the person

\ 4

Making a decision

Disclosure Scotland decides whether the person is

unsuitable and needs to be ‘listed’ as unsuitable for

working with either children and/or protected adults.

Decision is given in writing to:

e person being assessed;

e any organisation the person is doing regulated
work for; and

e any relevant professional regulatory body

The person being assessed will be

notified that:

e They are under ‘consideration for
listing’;

e What information Disclosure Scotland
has been given about them by the
referrer and any other relevant bodies;
and

l

Decision not to list the person

Disclosure Scotland will update their records
to show the member is no longer under
consideration for listing. Disclosure Scotland
will notify any interested parties, like current
regulated work employers, that the decision
was taken not to list

e To provide any extra information they
think is relevant

The person under consideration has 28

days to send any information — can

include testimonies or references

\,

Decision to list the person

Disclosure Scotland will update their records to
show the member is barred from working with
children and/or protected adults. Disclosure
Scotland will notify any interested parties

**t is against the law for someone barred
from regulated work to do it. It is also against
the law for an organisation to employ them in
that type of regulated work**

Right of appeal

Any appeal must be lodged with the
local Sheriff Court within 3 months of
Disclosure Scotland’s decision to list
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