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Introduction

All archery clubs have a variety of volunteers and staff who assist with the overall running of the
Club.

Whilst it is vital to keep the issues of wellbeing and protection in proportion, Scottish Archery
would like every Club to adopt some basic procedures that will help safeguard all concerned.

The Recruitment and Selection of Volunteers and Staff

Abusers of children tend to gravitate to situations where little vetting or checking takes place. It
is impossible to know who could abuse children. Therefore, itis important that all reasonable
steps be taken to ensure unsuitable people are prevented from working with children. It is also
important that standard procedures are used, whether people are paid or unpaid, part-time or
full-time. For all volunteers / staff working within the Club who have regular contact with young
people the following action demonstrates good practice. For more information on this please
see our Safe Recruitment Process Guidance Document. You can view this over at our
‘Safeguarding’ section on website under ‘PVG Guidance and Documents for Clubs/Areas’, click
here.

JustGo PVG Credential Checklist

Stages Process Complete (Y/N)
Stage 1 Club Processing Contract (Credential)
Stage 2 Child Wellbeing & Protection Officer
Agreement (Credential)
Stage 3 Safe Recruitment Procedures

*You can view this over at our ‘Safeguarding’ section on
website under ‘PVG Guidance and Documents for

Clubs/Areas’, click here.

Stage 4 Scottish Archery PVG Request (Credential)
Stage 5 PVG Consent (Credential)
Key Terms:

*PVG - Protecting Vulnerable Groups Scheme

*CWPO - Child Wellbeing & Protection Officer (sometimes referred to as Safeguarding
Officer/Child Protection Officer/Welfare Officer)

Contacts:

Jacqui Dunlop - Safeguarding & Operations Manager — admin@scottisharchery.org.uk

Euan Murray — Club & Coaching Development Officer —
euan.murray@scottisharchery.org.uk



https://www.scottisharchery.org.uk/safeguarding
https://www.scottisharchery.org.uk/safeguarding
mailto:admin@scottisharchery.org.uk
mailto:euan.murray@scottisharchery.org.uk

Stage 1: Upload Club Processing Contract credential

o  Why: Sets out contract between the club/area and Scottish Archery
o  Who: CWPO and Chairperson completes this stage

o  What: CWPO and Chairperson upload, read & sign above credential
e How: See steps below

1. Head to www.scottisharchery.org.uk
2. On Homepage click JustGo Join/Login button (circled in red)
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3. You should now be able to see JustGo Homepage and use Log In section to sign into
your account by inputting email and password and click Log In (blue button circled in
red). If you do not currently have an account or unsure of your login details just getin
touch with euan.murray@scottisharchery.org.uk
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ooe If you are having problems logging in of need further help please
contact Scottish Archery at techsupport@scottisharcherv.ora.uk
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4. Once logged in, click ‘MENU’ button on top left of page (circled in red)
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6. Once inthe Club Profile you should see the image below. If you have admin rights (e.g.

Club Super Admin) for more than 1 club and wish to view another club, click on ‘Switch’
icon (circled in red)
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7. From here, click on ‘Credential’ tab (circled in red)
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8. Click on‘+Add Credential’ button (circled in red)
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9. Clickon ‘1. Club PVG Processing Contract’ credential (highlighted in red). If you are
unable to find it, you can use the search bar

Select a credential type

Credential Categary

All £

l Type here to search I

I 1. Club PVG Processing Contract I

Bye Laws

Child Wellbeing and Protection Officer

Club Development Plan

Codes of Conduct

Complaints

Constitution/Articles

Discipline Policies

10. From here, please read all the information which includes Suitability Decision
Agreement, Safe Recruitment Process, Referrals, Contract Terms and Agreement (use
scroll bar to navigate). Expiry aligns to membership year (1 October-30™ September).

Setup credential + Sav

1. Club PVG Processing Contract

OVERVIEW NOTES

This is a contract between the Affiliated Club and Scottish Archery in order
for Scottish Archery to manage PVG applications and processes for members

of the club
Start date

01/10/2023 =]
Expiry date

30/09/2024 &

Suitability Decision Agreement

Our Club agrees that Scottish Archery will access disclosures and
make suitability decisions on our behalf. We understand that this
suitability decision is solely in relation to the information provided
on the disclosure or change of status notifications.

We understand that Scottish Archery can only access disclosures
for qualifying voluntary organisations through their enrolment
with Disclosure Scotland.

We understand that Scottish Archery will gain consent from all
applicants applying to join the PVG scheme through a Scottish
Archery member Club. If there is any vetting information provided
on disclosures or notifications or change in the status are




11. In the Agreement section (circled in red) please complete the fields below with name of
CWPO and Chairperson as well as ticking the ‘| agree’ statements, then click ‘Save’ at
the top right of page (circled in red)

Setup credential

6. The Club understands that if a Scheme Member's status
changes to barred or if they are moved to consideration for
listing, Scottish Archery will notify the Child Wellbeing and
Protection Officer to advise the appropriate action to take

7. The Club agrees to adhere to the Scottish Archery
Safeguarding Policy

8. The Club will adhere to the Scottish Archery Safer
Recruitment Guidellines

9. The Club agrees to adhere to the Scottish Archery PVG
Policy

10. The Club understands that Scottish Archery is required to
conduct annual audits to ensure the information they hold
on the Club is accurate and up to date.

Agreement \
In completing the information below, | confirm that our club will

comply with the terms of the agreement as detailed above

Name of Child Wellbeing & Protection Officer agreeing *

|l agree x

Name of Chairperson agreeing *

| l agree x )

12. From adding this credential the person who has uploaded the credential and Scottish
Archery (SA) Admin (cc’d) should receive automatic email (please check spam/junk
folders)

13. You should see the 1. Club PVG Processing Contract’ with the status ‘Pending
Approval’ (highlighted in red)

% CLUB PROFILE B cLus DETAILS 48: CLUB MEMBERS &3 CLUB AFFILIATION H CREDENTIALS # FamiLiEs

Test Club Credentials

Below is a list of all your active, pending and expired credentials

Credential Category

All :
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Y CLUBPROFILE 9

& CLUBDETAILS ® Club PVG Processing Contract CRO00773
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&& CLUB AFFILIATION [] PVG

Starts 10/10/2023
30/09/2024

14. Our SA Admin will check and either approve or contact the person if there are any
issues at all that prevents the club from progressing with the process



15. CWPO/Chairperson will receive email confirmation of credential being approved and
you are able to move on to Stage 2

Stage 2: Upload Child Wellbeing & Protection Officer Agreement credential

o  Why: Ensure the CWPO is aware of their role and responsibilities and agreeing to adhere
to safeguarding policies and procedures

o  Who: CWPO completes this stage

o What: CWPO upload, read and sign above credential

e How: See steps below

1. Ifrequired, please follow steps 1-3 in Stage 1 to log back into JustGo
2. Once logged in you should be able to see the page below. If not click on ‘MY PROFILE’
at top of page (circled in red)
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3. Clickon ‘Profile’ (circled in red)
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4. Then click ‘Credentials’ (circled in red)
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5. Nextclick ‘+Add Credentials’ button
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6. Clickon ‘2. Child Wellbeing & Protection Officer Agreement’ credential (highlighted in
red). If you are unable to find it, you can use the search bar

Select a credential type

Credential Category

All B

[0 o d

[ 2. Child Wellbeing & Protection Officer Agreement

Child Wellbeing and Protection in Sport Course

Child Wellbeing and Protection Officer Training for CWPQO

7. From here, please read all the information which includes Agreement, Declaration and
Training sections (use scroll bar to navigate). Expiry aligns to membership year (1
October-30™ September).

Setup credential v Save

2. Child Wellbeing & Protection Officer Agreement

OVERVIEW

This is a contract between Affiliated Club and Scottish Archery in order for
Scottish Archery to manage PVG applications and processes for members of

the club.
Start date

01/10/2023 =1
Expiry date

30/09/2024 =

A Child Wellbeing & Protection Officer (CWPO) is the identified
person at a Club who is responsible, amongst other things, for
disclosure information (including PVG applications) and is the
lead contact for Scottish Archery when specific information
relating to a disclosure needs to be discussed. It is mandatory
that each club has an identified contact in place at all times.




8. Inthe last section (circled in red) please complete the fields below with name of CWPO
as well as ticking the ‘| agree’ statement, then click ‘Save’ at the top right of page
(circled in red)

Setup credential

of Practice.

4.1 will inform Scottish Archery if | leave the role of the Club ID
Checker.

5. 1 am aware that Scottish Archery may contact you to verify

that checks are being completed in accordance with the
Code of Practice and relevant disclosure legislation.

. I understand that if a Scheme Member's status changes to
barred or if they are moved to consideration for listing.
Scottish Archery will notify the Club ID Checker to advise
the appropriate action to take.

. I understand that is a Scheme Member leaves my club, | will
notify Scottish Archery so that interest can be removed

. I understand that information provided on a disclosure must
only be used for the purpose it was provided for (to make a
recruitment or ongoing recruitment decision).

. | understand that Scottish Archery is required to conduct
annual audits to ensure the information they hold on the
Contact Person and the Club is accurate and up to date.

(=)

~

o

el

Declaration

| certify that all information contained in this form is true and
correct to the best of my knowledge and understand that
providing false information or omissions may lead to an
investigation by Scottish Archery/Disclosure Scotland.

Training

| understand | am required to complete both Child Wellbeing and
Protection in Sport AND Child Wellbeing and Protection Officer
Training, an maintain them every 3 years.

| agree %

Name of club you are Child Wellbeing & Protection Officer for *

9. From adding this credential the person who has uploaded the credential and Scottish
Archery (SA) Admin (cc’d) should receive automatic email (please check spam/junk
folders)



10. You should see the ‘2. Child Wellbeing & Protection Officer Agreement’ with the status
‘Pending Approval’ (highlighted in red)
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Create Family

Add Family Member

& euan.murray@scottisharchery.org...

BASIC DETAILS EMERGENCY

CONTACT

[IBLEE CREDENTIALS

Credentials
Below is a list of all your active, pending and expired credentials

" Credential Category

All

Relevant  All  Active | Expired  Awaiting Referral  Awaiting Response

2. Child Wellbeing & Protection Officer AGRE&AERe

2. Child Wellbeing & Protection Officer Agreement

01/10/2023
30/09/2024

Inactive Pending Conditions

11. Our SA Admin will check and either approve or contact the person if there are any
issues at all that prevents the club from progressing with the process

12. CWPO will receive email confirmation of credential being approved and you are able to

move on to Stage 3



INSERT CLUB/AREA LOGO

[NAME OF CLUB/AREA]

Safe Recruitment Process Guidance Document

I

Stage 3: Club completes Safe Recruitment Procedures

e Why: Ensure reasonable steps are taken to ensure unsuitable people are prevented
from working with children through a recruitment process

o  Who: CWPO, Chairperson and Committee Members

o  What: CWPO, Chairperson and Committee Members completes recruitment process

e How: See guidance below based on coaches/volunteers being new or already part of
your club/area

o NEW PERSON: Recommend using ‘Safe Recruitment Process Guidance Document’
(you can view this over at our ‘Safeguarding’ section on website under ‘PVG
Guidance and Documents for Clubs/Areas’, click here)

o EXISTING PERSON: For a person already in an existing regulated role we would
recommend a meeting between both parties to see if they meet the requirements to
fulfil their role (feel free to use ‘Safe Recruitment Process Guidance Document’)

o DECISION: Once a club/area has completed this and are happy they can then wish
the person to continue/be appointed to the regulated role.

From here you can proceed to Stage 4 of uploading the ‘3. Scottish Archery PVG
Request’ credential


https://www.scottisharchery.org.uk/safeguarding

Stage 4: Upload Scottish Archery PVG Request credential

e  Why: To conduct a PVG check for an individual for them to be considered for Regulated

Work in your club. This should normally be completed by the club's Child Wellbeing &
Protection Officer (CWPO)

o  Who: CWPO completes this stage with the PVG applicant
o What: CWPO upload, read and sign above credential
o How: See steps below

1. Ifrequired, please follow steps 1-6 in Stage 1 to log back into JustGo and access Club
Profile for your club

2. From the Club Profile section, select ‘Club Members’ heading (circled in red)
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I Social Media
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3. Find the person you are looking to request a PVG for (you can use search bar at top -
circled in red)

v CLUB PROFILE ‘ CLUB DETAILS 182 CLUB MEMBERS #S CLUB AFFILIATION n CREDENTIALS ﬂ FAMILIES

Club Members Search...
Below is a list of all your club members for you to view and manage
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1 more (0

Page: 1 of 1 re] Displaying 1-2 of 2



Club Profile

Y CLUB PROFILE ‘ CLUB DETAILS 182 CLUB MEMBERS S CLUB AFFILIATION n CREDENTIALS “ FAMILIES
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5. Select ‘Credentials’ tab on left hand side (circled in red)

% CLUB PROFILE ‘ CLUB DETAILS -‘&l CLUB MEMBERS B8 CLUB AFFILIATION n CREDENTIALS ﬂ FAMILIES

Test Club

13

- ~
( Back To Members )
\

| Basic Details

and uf our personal details

- o
Scottish

. Archery
8 CLUB DETAILS ]

Basic Details

CLUB CHECKLIST Euan Murray

euan.murray@scottisharchery.org.uk

Male

Emergency Contact

Club Role

Additional Details

euan.murray@scottisharch -



6. Nextclick on ‘“+Add Credentials’ button (circled in red)

= MENU MY PROFILE MEMBERSHIP EVENTS & COURSES SHOP

2 MY PROFILE

PROFILE MEMBER DETAILS MEMBERSHIP

- T

Scottish ° .
1 Arche 7Y -
BASICDETAILS ~ EMERGENCY  OPTINS [ERININIINES
CONTACT

EUAN MURRAY

Club Member Senior (Half Yearly)

30/09/2024 Credentials

Below is a list of all your active, pending and expired credentials
ME000006

= euan.murray@scottisharchery.org... Credential Category

o 07712 526231
Q 07712 526231, Hamilton

All *

Relevant ~ All active = . Expired Awaiting Referral Awaiting Response  Inactive Pending Conditions

Create Family

Add Family Member

7. Clickon ‘3. Scottish Archery PVG Request’ credential (highlighted in red). If you are
unable to find it, you can use the search bar

Select a credential type

Credential Category

«

All

pvdl x

3. Scottish Archery PVG Request

4. PVG Consent

Protection of Vulnerable Groups (PVG) (National)



8. From here, please read all the information which includes PVG Request, Declaration
and PVG ID Check (use scroll bar to navigate). Expiry aligns to membership year (1st
October-30th September)

Setup credential + Save

3. Scottish Archery PVG Request

OVERVIEW

This credential allows a club to notify Scottish Archery they wish to have a
member in regulated work

Start date

24/07/2024 i
Expiry date

23/07/2029 &

PVG Request

Use this form to request Scottish Archery to conduct a PVG check
for an individual for them to be considered for Regulated Work in
your club. This should normally be completed by the club's Child
Wellbeing & Protection Officer (CWPO)

Is this PVG request being made by a Club or Scottish Archery? %
) Club
() Scottish Archery

9. With the PVG applicant as CWPO, please complete the fields below including ticking
the ‘| agree’ statement, then click ‘Save’ at the top right of page (circled in red)

Setup credential
Contact email for person making this request %

Declaration

As Child Wellbeing & Protection Officer (CWPQ) for the club | agree
that | have followed safe recruitment processes adhering to
Scottish Archery's Good Practice Selection Process *

) | agree

PVG ID Check

The minimum identification you must check is 3: one document
with a photograph and two documents with their home address
and other (photographic or address)

Photographic Evidence (select 1 from list) *

Passport

| Photographic Driving Licence
National Entitlement Card
Photographic Membership Card
Employee ID Card
Certified Photograph



10. From adding this the credential who you have uploaded the credential for and Scottish
Archery (SA) Admin (cc’d) should receive automatic email (please check spam/junk

folders)

13. You should see the ‘3. Scottish Archery PVG Request’ with the status ‘Pending Approval’
(highlighted in red)

% cLusProFiLe B} CLUBDETAILS 488 CLUBMEMBERS (8 CLUBAFFILIATION [ CREDENTIALS @} FAMILIES

Test Club n

(' Back To Members
' Credentials

ALIER & [ 4 -

LB CHECKLIST i Credential Categor
Scottish — ik gory
% Archery L= Al "
L
g C S )
Q Relevant Al Active Expired  Awaiting Referral  Awaiting Response
Go To Membership > Inactive Pending Conditions
3. Scottish Archery PVG Request

Basic Details

Emergency Contact

Club Role

Additional Details

Credentials

14. Our SA Admin will check and either approve or contact the person if there are any
issues at all that prevents the club from progressing with the process

15. The PVG applicant will receive email confirmation of credential being approved and
they can then move on to the final stage, Stage 5



Stage 5: Upload PVG Consent credential

o  Why: This credential allows an individual to grant consent to Scottish Archery to
conduct a PVG check. The individual is agreeing to allow Scottish Archery and their club
to share the their PVG data (the information released by Disclosure Scotland about
them) for the purposes of compliance, support, guidance and assistance in completing
the suitability assessment in terms of the PVG legislation and to take any steps in
connection with that assessment

e  Who: PVG Applicant completes this stage

o What: PVG Applicant upload, read and sign above credential

e How: See steps below

1. Ifrequired, please revisit following:
- Stage 1: Steps 1-6 to log back into JustGo and access Club Profile for your
club
-  Stage 2: Steps 2-5 to access My Profile and upload credential section

2. Clickon ‘4. PVG Consent’ credential (highlighted in red). If you are unable to find it, you
can use the search bar

Select a credential type

Credential Category

All

4

‘ pvg X

Jory [ 4. PVG Consent J

Protection of Vulnerable Groups (PVG) (National)

jand P
« Wellbs



3. From here, please read all the information as part of the PVG Consent (use scroll bar to
navigate). Expiry aligns to membership year (1%t October-30" September)

4.

and P
wellbi
g
0

CR-
L)

—

Setup credential

4. PVG Consent

OVERVIEW

v Save

This credential allows an individual to grant consent to Scottish Archery to

conduct a PVG check,
Start date

24/07/2024

&

PVG Consent

Please read carefully:

| acknowledge that in order for me to perform “regulated work” with children
andfor vulnerable groups within my club, | must undertake a suitability
assessment in terms of the PVG legislation and/or take steps in connection with
any need for me to be a member of the PVG scheme as described in the PVG
legislation. These steps are taken to ensure that Scottish Archery and the Club
that | am a member of and where | will do my regulated work, adheres to good
nractice in resnect of safeduardina and maintainina safe environments for anort

In the last section (circled in red) please complete the fields below with name of PVG
applicant, name of club(s) as well as ticking the ‘| agree’ statement, then click ‘Save’ at
the top right of page (circled in red)

Setup credential

with any aspect of the PV( legislation.

Further notes are set out below.

| understand that | may withdraw my consent to the sharing and processing of
information at any time. | acknowledge that if | do withdraw my consent it is
likely that | will not be permitted to undertake regulated work or perform a
regulated role.

+ The PVG legislation includes the Police Act 1997; Protection of
Vulnerable Groups (Scotland) Act 2007; and the Disclosure Scotland Act
2020,

« Data protection legislation includes the UK GDPR and the Data
Protection Act 2018

+ PVG data includes criminal offence data and includes personal data
relating to criminal convictions and offences or related security measures,
It also includes data relating to the absence of convictions. Depending
on the type of disclosure requested, further vetting information may be
provided

If consent is to be competently withdrawn it must be withdrawn in writing and set
out with an acknowledgement, to Scottish Archery, that your ability to carry out
regulated work may be impacted

/ | agree *

Type your name in here in place of a signature *

Type name of Club(s) *




5. From adding this credential, the person who has uploaded the credential and Scottish
Archery (SA) Admin (cc’d) should receive automatic email (please check spam/junk
folders)

6. You should see the ‘4. PVG Consent’ with the status ‘Pending Approval’ (highlighted in
red)

2 MY PROFILE

PROFILE MEMBER DETAILS MEMBERSHIP

[ —
Scottish ° .
1 Archel alb s
BASIC DETAILS EMERGENCY  OPTINS [Eeli=h]3NagFVEs
CONTACT

EUAN MURRAY

Club Member Senior (Half Yearly) .
30/09/2024 Credentials

Below is a list of all your active, pending and expired credentials
MEO00006

euan.murray@scottisharchery.org... Credential Category

oJ 07712526231 All B
Q@ 07712 526231, Hamilton
Relevant Al Active Expired  Awaiting Referral ~ Awaiting Response  Inactive Pending Conditions
Create Family
3. Scottish Archery PVG Request CRO00778 4. PVG Consent CRO00779
Scottish Archery PVG Reguest 4. PVG Consent
PVG PVG
. 24/07/2024 24/07/2024
Add Family Member 23/07/2029 31/12/2199

7. Our SA Admin will check and either approve or contact the person if there are any
issues at all that prevents the person from progressing with the process

8. The individual will receive email confirmation of credential being approved and that is
all the necessary stages completed

What happens now?

Thanks for taking the time to complete this process — it is very much appreciated and supports Scottish
Archery and ArcheryGB with ensuring the appropriate safeguarding procedures are in place

Scottish Archery complete a PVG Request which involves completing an online form through the
Disclosure Scotland portal using above information.

The applicant should then receive an email (usually 7 days) to complete the PVG Scheme form (this
needs to be completed within 14 days)

From here, we would recommend the CWPO to read pages 9-12 (The Suitability Decision Making Process)
in the PVG and the ‘Suitability Decision Making Procedures’ as part of the PVG and the Suitability Decision
Making Procedures document. You can view this here.

If you have any further questions or queries please contact Jacqui Dunlop, Safeguarding & Operations
Officer at admin@scottisharchery.org.uk



https://www.scottisharchery.org.uk/_files/ugd/ad5083_b8f56ac299314b569a42dd7350609a97.pdf
mailto:admin@scottisharchery.org.uk

@MakingSportLimitlesQ

Contact
Information

Website

www.scottisharchery.org.uk

Email

admin@scottisharchery.org.uk



