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Thoiribh an aire gu bheil sgeama ùr a-nis aig Riaghaltas na h-Alba, agus far a bheil an teacs a-mach air “Disclosure”, gur 
ballrachd de Sgeama PVG a thathar a’ ciallachadh.  

Tha an teacs seo bhon làrach-lìn aig Disclosure Scotland (http://www.disclosurescotland.co.uk/pvg/pvg_index.html )  
 

In February 2011, the Scottish Government introduced a new membership scheme to replace and 
improve upon the current disclosure arrangements for people who work with vulnerable groups.  
The Protecting Vulnerable Groups Scheme (PVG Scheme ) will:  
 
 help to ensure that those who have regular contact with children and protected adults through paid and 

unpaid work do not have a known history of harmful behaviour.  
 
 be quick and easy to use, reducing the need for PVG Scheme members to complete a detailed application 

form every time a disclosure check is required.  
 
 strike a balance between proportionate protection and robust regulation and make it easier for employers to 

determine who they should check to protect their client group.  
 
The PVG Scheme is managed and delivered by Disclosure Scotland which, as an executive agency 
of the Scottish Government, will take on additional responsibilities. This will include taking 
decisions, on behalf of Scottish Ministers, about who should be barred from working with 
vulnerable groups.  
 
Please Note: the contact number is now 0870 609 6006 
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Roimh-ràdh  

Tha Fèisean nan Gàidheal air am pasgan seo a chur ri chèile mar ath-nuadhachadh air a’ phoileasaidh a th’ air a bhith 

againn bho 2009, a leantainn air stiùireadh bhon riaghaltas agus buidhnean chloinne. 
 

Tha sinn airson a bhith cho taiceil ‘sa ghabhas do na Fèisean a dh’ fheumas dèiligeadh ri seo.  Tha seo riatanach airson 
dèanamh cinnteach gum biodh a h-uile duine a tha an-sàs anns na Fèisean - com-pàirtichean, luchd-obrach, daoine a tha 

ag obair gu saor-thoileach agus luchd-teagaisg - air an dìon. 
 

Tha mi ’n dòchas gum bi e na chuideachadh dhan a h-uile duine a chuireas gu feum e. 

 
Art MacCarmaig 

Stiùiriche  
An Cèitean 2010 

 

 
 

 
 

Introduction 
Fèisean nan Gàidheal has devised this pack as an update to the policy with which we have been working since 2009, 

following current guidance from government and children’s agencies. 

 
We are committed to assisting the Fèisean in providing a safe and healthy environment for children within their care.  It is 

imperative that all Fèisean do their best to implement this policy in order to safeguard the welfare of children attending 
the Fèisean as well as for the protection of themselves, their volunteers and the tutors they employ. 

 

We hope that Fèisean will not feel discouraged or threatened in any way by the introduction of this policy but recognise it 
as a useful aid in ensuring the safety of children in their care. 

 
 

Arthur Cormack 

CEO 
May 2010 
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Policy Statement 
It is the policy of Fèisean nan Gàidheal to take all reasonable measures and advise Fèisean so that they may ensure the 

safety and well-being of all participants, members, organisers and tutors in order to protect them from physical, sexual 

and emotional harm. 
 

Fèisean nan Gàidheal recognises that children and young people need to feel safe, secure, and involved in order to enable 
them to gain from participation.  We shall provide information and assistance to help them do so.  Fèisean will be 

encouraged to involve, and inform parents about, the running and activities of the Fèis of which their child is a 
participant. 

 

Volunteers and paid staff of the Fèisean are people who are committed to child participation in their activities.  They 
recognise special consideration must be applied to issues of recruitment, training and review of their work with children. 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 



  5 

 
Code of Practice 

The following thirteen statements were recommendations published by the Scottish Office in 1993, and these statements 
have formed the basis of our Child Protection Policy. 

 1 Adopt a policy statement on safeguarding the welfare of children. 

 2 Plan the work of the organisation so as to minimise situations where the abuse of children may occur.  
 3 Introduce a system where children may talk with an independent person. 

 4 Apply agreed procedures for protecting children to all paid staff and volunteers.  
 5 Give all paid staff and volunteers clear roles. 

 6 Use supervision as a means of protecting children. 
 7 Treat all applications for any position involving contact with children in the same way. 

 8 Gain at least one reference from a person who has experience of the applicant’s paid work or volunteering with   

                  children.  
 9 Explore the applicant’s experience of working with or contact with children in an interview before appointment. 

 10 Ask all applicants about any convictions for criminal offences against children. 
 11 Make paid and voluntary appointments conditional on the successful completion of a probationary period. 

 12 Issue guidelines on how to deal with the discovery or disclosure of abuse. 

 13 Train paid staff and volunteers, their line manager or supervisor, and policy makers in the prevention of child abuse. 
 

In addition, the Scottish Executive’s national review of child protection in Scotland, and the subsequent publication It’s 
everyone’s job to make sure I’m alright (2002) has resulted in the following guidelines with which Fèisean nan Gàidheal 

will comply: 
 

 
Children’s Charter 

The Charter  is made up of 13 statements which are presented as statements from children and young people to adults; these 
are: 
 “Get to know us” 
 “Speak with us” 
 “Listen to us” 
 “Take us seriously” 
 “Involve us” 
 “Respect our privacy” 
 “Be responsible to us” 
 “Think about or lives as a whole” 
 “Think carefully about how you use information about us” 
 “Put us in touch with the right people” 
 “Use your power to help” 
 “Make things happen when they should” 
 “Help us be safe. 

The Framework for Standards 

The Framework is written for all staff and agencies involved in the protection of children and young people both directly and 
indirectly. It includes the voluntary sector.  It applies to all staff and volunteers who work with children or any adults who are 
parents/carers or have significant contact with children and young people. Voluntary sector organisations that are not 
commissioned or contracted to provide services to children do not have to comply with the standards set down in the Framework. 
 
Both the Children’s Charter and the Framework for Standards should help you to think about and reflect on (for example): 
 how you view children and young people and their rights; 
 how you respond to a child or young person who tells you they are being harmed/abused or when this is suspected; 
 how you manage confidential information about a child and their family; 
 how effective your referral procedures are; 
 the steps you take to recruit workers and how you check their suitability to work with children and young people; 
 
You can get copies of the Children’s Charter and the Framework for Standards from the Scottish Executive’s website – 
www.scotland.gov.uk/childprotection  

http://www.scotland.gov.uk/childprotection
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Protection of Children (Scotland) Act 2003 
This Act aims to improve safeguards for children by preventing unsuitable persons from working in “child care” positions 

as defined under Schedule 2 of the Act. The Act creates the Disqualified from Working with Children List. Organisations 
could face prosecution if they: 

 

 Recruit an individual to a “child care” position who is fully (not provisionally) listed 

 Fail to remove an individual from a “child care” position where it is found that they are fully listed and therefore 
disqualified from working in such a position 

 Fail to refer an individual to Scottish Ministers where the grounds for referral (as detailed in the Act) have been met 

 

The grounds for referral are that: 
An individual has harmed a child or placed a child at risk of harm AND has been dismissed or moved away from a “child 

care” position as a result. 
 

An individual who is fully (not provisionally) listed will also commit an offence if they apply to work in a “child care” 

position as defined under Schedule 2 of the Act. 
 

Access to the List can only be obtained through the process of Disclosure Checks (at Standard or Enhanced levels) carried 
out by Disclosure Scotland or, in the case of voluntary organisations which fulfil certain registration requirements, via the 

Central Registered Body in Scotland (CRBS). Disclosure Checks were introduced by Part V of the Police Act 1997. 
 
The Act applies to all organisations (voluntary, statutory and private) that appoint volunteer and paid workers to positions 

which are considered to be “child care” positions as defined under Schedule 2 of the Act.  
 

Source: “An Introduction to Child Protection” course material compiled by Sue Wheatley for Children in 
Scotland 
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Guidelines 
The following guidelines for Fèisean are based on the 1993 Code of Practice and subsequent advice and legislation, 

including the Protection of Children (Scotland) Act 2003. They should be brought to the attention of all staff and 
volunteers. 

 

1  Group Management 
It is the responsibility of Fèisean nan Gàidheal to implement the group’s child protection policy but child protection is the 

responsibility of everyone who is involved at any level within Fèisean. 
  

All staff and volunteers should be issued with brief guidelines on how to deal with the disclosure or discovery of abuse.  
The basic information is included in the “Yellow Card” child protection procedure summary which Fèisean distribute to all 

personnel. 

  
Every Fèis should identify an individual who would be available should any child indicate that there are issues that they 

would like to discuss with someone other than the group leader.  
  

The Fèis committees should ensure that staff and volunteers have adequate training on awareness, recognition and 

prevention methods to minimise risk of child abuse. 
  

2  Appointing Staff  
Fèisean nan Gàidheal and member Fèisean will comply with the Protection of Children (Scotland) Act 2003 by requesting 

enhanced disclosure checks from CRBS for all personnel, paid or voluntary, who may have access to children through the 
Fèisean.  They will also remove from post any individuals who are found to be disqualified from working with children, 

and refer to Scottish Ministers any individual who has harmed a child or placed a child at risk of harm within their 

organisation and has been dismissed or moved away from a “child care” position as a result.  The Fèisean will not hesitate 
to remove an individual from post if a child has been harmed or placed at risk of harm by them.   

 
Prior to appointment all staff, paid or voluntary, should complete the application form which Fèisean nan Gàidheal have 

prepared for Fèisean. They should also complete a self-declaration form which details any criminal convictions and 

sentences.  All convictions must be declared and applicants should be assured that this information will be dealt with in 
strictest confidence and will not be used to discriminate against them unfairly. This self-declaration should be presented 

with the application in a separate sealed envelope and will not be opened unless the candidate is short-listed for the 
appointment.  Otherwise, the form will be returned to the candidate unopened.  The successful candidate(s) will be asked 

to complete a form for an enhanced Disclosure check which will be processed through the collator at Fèisean nan 

Gàidheal. 
  

The internal application form asks for details of the applicant’s previous experience of working with children and for two 
referees, at least one of whom has knowledge of the applicant’s paid work or volunteering with children. Where an 

applicant has no experience of working with children, a reference may be sought from a reputable person who can 
comment on the applicant’s suitability for such work.  The committee must ensure that any information gained is treated 

confidentially as well as taking care to avoid any unfair discrimination against the applicant. 

 
All paid staff should have an interview prior to appointment.  In the case of volunteers, a flexible approach should be 

taken.  In both cases the opportunity should be taken to explore the person’s experience of work or contact with children.  
This may be paid or voluntary or in a personal capacity.  Should anything in the applicant’s response cause concern, any 

area of uncertainty should be explored further. 

  
These guidelines should apply to all potential staff, volunteers and tutors within the Fèisean, no matter what the person’s 

background.  There should be no exceptions.   
 

3  Within the Fèisean 
Work in the Fèisean should be planned so that no adult is ever left alone with a child in a place that cannot be observed 

by others.  This may mean leaving doors open between rooms or rooms with glass doors.   

 
This also applies outwith the premises, for example transporting children in cars or minibuses or on visits to swimming 

pools or sports facilities. 
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All staff and volunteers should be familiar with Fèisean nan Gàidheal’s policy on child protection and procedures for 
dealing with suspected child abuse. 

 
All members of staff and committees should have a clear understanding of their role within the Fèisean and what is 

expected of them in their work with the children and their organisation of events for children.  They should know to whom 

they are responsible and if they have responsibilities for supervision.  
 

4  Supervision 
The Fèisean nan Gàidheal Board of Directors will supervise the initial implementation of the Fèisean nan Gàidheal Child 

Protection Policy within Fèisean nan Gàidheal, who will in turn do their best to implement the policy throughout their 
member Fèisean.  

 

5  Training and Support 
Fèisean nan Gàidheal will provide support and access training for staff and volunteers in order that they can effectively 

implement this policy for child protection. 
 

6  Whistle-blowing/Sharing a concern 

Reports and inquiries into the deaths of children from child abuse often point to a serious break down in communication 
between the child protection professionals, other adults supporting and working with a child’s family and family members.  

Often, a key finding is that, if information had been shared at the right time, the child in question may not have died from 
the abuse.  It is therefore crucial that individuals share their concerns (no matter how small) with the statutory child 

protection agencies.  Concerns may be about: 
 

 a child’s health, development and well being 

 a parent/carer who may need help or be unable to care adequately for his/her child 

 those who present a risk of harm to the child 

 

Often it is only when such information is brought together from a number of sources that the real risk to the child 
becomes evident.   

 
Paid workers and volunteers should be able to share, in confidence with the nominated Child Protection Officer, concerns 

they may have about a colleague’s behaviour.  While it is often difficult to express concerns about colleagues, it is 

important that such concerns are communicated.  Workers/volunteers should talk to their manager/supervisor or other 
suitable authority figure if they become aware of anything that makes them feel uncomfortable.  Concerns about a 

worker’s/volunteer’s relationships with children must always be reported through the appropriate channels.  Concerns may 
also be voiced directly to the Fèisean nan Gàidheal collator/Child Protection Officer.  Workers/volunteers should never 

engage between themselves in malicious gossip about another worker.    
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Minimising Opportunity for Children to Suffer Harm 

Guidelines for Fèisean 
 

1  Planning 

 Plan and manage the activities of your Fèis in such a way as to minimise the opportunity for the children to suffer harm 
of any kind while in your care.  Risk assessments should be carried out by a competent person prior to all activities (see 

Appendix 1 – Risk Assessment Matrix) 
 

2    Knowledge of Participants 
 Know the children  

 Have some defined criteria for participants, for example age limits 

 Have a registration form for participants on which you record, for example, medical details, any special needs,   

      emergency contacts etc. 

 

3    Knowledge of Staff 
 Know your staff, volunteers and tutors 

 Follow a thorough recruitment procedure  

 Keep secure records of details provided at the time of recruitment 

 Have a work schedule which is clearly displayed; a Fèis timetable 

 

4  Record keeping (all record keeping should be in accordance with current Data Protection legislation 
       and guidelines) 

 Keep Records 

 Attendance register (this should also be kept by tutors for every class) 

 Accident/Incident book 

 Authorisation/Consent forms 

 
5  Health & Safety issues 

Adopt health and safety policies, giving thought to: 

 Required standards for premises and equipment 

 Heating and ventilation 

 Sanitation facilities 

 Fire Precautions 

 Access to telephones 

 First aid facilities 

 Regular checking of equipment 

 Risk assessment of activities 

 
6  Insurance 

Make sure you have adequate insurance coverage for: 
 Children 

 Staff  

 Volunteers 

 Third parties 

  

(As members of Fèisean nan Gàidheal insurance is automatic, but there are limits) 
 

7  Supervision 

When supervising children consider: 
 The number of participants, check supervision ratios in relation to guidelines    

 The age and age-range of participants 

 The type of activity 

 The environment where activity is undertaken 

 The particular needs of individuals, e.g. disabilities 
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8  The basic principles of supervision 
Supervision arrangements, the basic principles: 

 Children should not normally be left unattended 

 Workers should know at all times where children are and what they are doing 

 Any activity using potentially dangerous equipment should have constant adult supervision 

 Children will be safer if supervised by two or more adults 

 Dangerous behaviour by children should not be allowed 

 If possible ensure an adult leader with a valid first aid certificate is present 

 

Supervision Ratios 

When working with groups of children steps should be taken to ensure that appropriate adult supervision is in place. 

 
In relation to registered childcare activities, the Scottish Commission for the Regulation of Care (the Care 

Commission) advises the following adult:child ratios: 
 

 1 adult to 3 children under 2 years of age 

 1 adult to 5 children for children between 2 and 3 years 

 1 adult to 8 children for children between 3 and 7 years 

 1 adult to 15 children for children between 8 and 16 years 

 1 adult to 1 child where a child has certain special needs 

 

Note:  It is never good practice to have only 1 adult working alone with a child/group.  The Commission does stress 
that a minimum of 2 adults should be available to supervise children’s activities. 

 
Good practice also states that (depending on the activities being undertaken): 

(a) there must be adequate space 
(b) there must be access to a telephone on the premises 

(c) Health and Safety risk assessments must be carried out 

(d) there must be a First Aid box 
(e) suitable refreshments may be provided if appropriate 

(f) special needs are appropriately catered for 
 

From: An Introduction to Child Protection by Sue Wheatley for Children in Scotland 
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Guidelines for Individuals  

 
1 You should ALWAYS 

 Respect everyone as an individual  

 Provide a good example of acceptable behaviour 

 Respect everyone’s right to privacy 

 Be available as a listening ear, and if necessary refer for more appropriate help 

 Be sensitive to other people’s likes and dislikes 

 Try to ensure that your actions cannot be misunderstood or cause offence 

 Show understanding when dealing with sensitive issues 

 Where possible plan activities which involve more than one person being present or at least within sight or hearing 

 Check sleeping arrangements for adults, children and young people is appropriate 

 Seek parental consent for photographs/videos 

 
2  You should NEVER 

 Permit abusive behaviour e.g. bullying, ridiculing or taunting 

 Have inappropriate physical or verbal contact with others 

 Jump to conclusions or make assumptions about others without checking facts 

 Encourage inappropriate attention-seeking behaviour 

 Show favouritism to anyone 

 Make suggestive and or personal remarks or actions, even in jest 

 Deliberately place yourself or others in a compromising situation (bear in mind that letters/emails/phone calls (mobile 

and land-line) to children and young people should be checked for meaning and tone, and used with care and 

discretion) 
 Believe it could never happen to me   
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Disclosure or Discovery of Abuse 

 
Type of abuse 

 Physical - actual or intended injury to child 

 Emotional - lack of love and affection 

 Sexual - adults or other children using children for sexual gratification 

 Neglect - failure to care for children 

 
What should you do if abuse is disclosed or discovered? 

  Do not delay 

  Do not act alone 

  Do not start to investigate 

  Do consult with the person to whom you are directly responsible  

  Do not discuss the abuse with anyone other than those who need to be involved 

  Do not discuss the abuse with the parents of the child (or any alleged abuser), unless guided to do so by Social  

      Work/Police 

 
What should you do if a child tells you that they have been abused? 

 You must never promise the child you will not tell anyone 

 Show acceptance of what the child says 

 Your reaction should be neutral 

 Do not press for information or ask leading questions 

 You should be aware the child may have been threatened 

 As soon as possible afterwards you should write down what the child has told you 

 DATE and SIGN the record of allegations/concerns (see below) 

 
If you are a committee member, volunteer or tutor you should contact your designated Fèis Child Protection Officer who 

will then inform the Fèisean nan Gàidheal Collator/Child Protection Officer and/or the appropriate authority.  The form for 
recording allegations/concerns of abuse should be completed immediately, by the person to whom the abuse is 

disclosed/by whom the abuse is discovered. (Appendix 10) 

 
 

Under no circumstances should any individual member of staff, volunteer or the organisation itself attempt  
to deal with the problems of abuse alone. 
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Confidentiality Policy 
The organisation operates on the presumption that children and young people approaching it for confidential advice or 

information have demonstrated a maturity entitling them to have their desire for confidentiality respected.  This means 
that, in general, no information given in confidence by the child or young person will be divulged to any person outside 

Fèisean nan Gàidheal. Where there is suspicion of abuse, the matter MUST be referred immediately to Social Work and/or 

the Police, through the channels discussed under “Disclosure or Discovery of Abuse” (p12).  The welfare of the child is 
paramount, and confidentiality is not an option where a child is, or may be, at risk. 

 
Confidentiality resides in Fèisean nan Gàidheal as an organisation, not in individual employees or volunteers.  This means 

that appropriate discussion with other employees or volunteers will not constitute a breach of the organisation’s policy.  
Such discussions may be necessary to assist the employee or volunteer to help the child or young person, or to ensure 

the child or young person’s specific needs are catered for.  Nevertheless, discretion should be used in passing on 

information received in confidence, and the child or young person’s wishes respected as far as possible, even as regards 
discussion within the organisation. 

 
Details provided by staff, volunteers or applicants prior to appointment must be treated in confidence and should not be 

the cause of unfair discrimination.  Any information regarding the disclosure or discovery of abuse must also be treated 

with discretion and confidentiality.  
 

Data Protection and Storage of Personal Information  (See also section on Secure Storage and Data Handling,  
p 15) 

Data protection:  principles and practice 
Fèisean nan Gàidheal and the Fèisean have to collect personal information about participants, tutors, volunteers, etc. For 

example, we need names to print on certificates, addresses to post information, and dates of birth for distinguishing 

between individuals with similar names. We also need to hold details of individuals’ achievements so that we can issue 
certificates, references, etc. Individuals undertaking any Fèisean activities would normally be required to supply these 

personal details to us, or to the local Fèis. 
 

Access to this information is strictly controlled, but we share it within the education, training and music community when 

this is appropriate, e.g. tutor information within the traditional music sector, personal information to CRBS for Disclosure 
checking etc. We also supply the Scottish Executive, SAC, etc, with data for statistical analysis, and we release data for 

official and commissioned surveys. 
 

We do not, under any circumstances, provide information to organisations involved in direct marketing or similar ventures. 

 
We are registered with the Information Commissioner, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF. Our 

Registration Number is Z7O 84687 and the information can be viewed on www.dataprotection.gov.uk along with other 
information about data protection. 

 
Photography (Still and Video Photography) 

In the normal course of events, parents and grandparents, for example, will want to take photographs of their children’s 

participation in activities with their friends for their personal use, and Fèisean nan Gàidheal would not wish to prevent 
this. 

 
If a photographer has been appointed to make a record of the activity or for media purposes, the permission of the 

children and guardians should be sought, and the photography sessions supervised/accompanied by a committee 

member.  Fèisean nan Gàidheal members should include a question on their event booking forms, asking parents’ consent 
to their child being included in general photographs, and their wishes should be respected.  The family may also have 

good reason to require privacy, a woman and child fleeing a violent partner, for example. Children should be dressed 
appropriately for the activity being photographed, and individual children should not be identified in any caption, etc.  

There have been instances of children being groomed for abuse following the publication of their photograph with 
identifying information.  (See www.iwf.org.uk) 

 

Children should also be protected from inappropriate use of their image, whether in print or on the internet, and if a 
photographer not connected with the event is taking photographs of children then good practice would suggest that they 

should be challenged.  They may have a perfectly legitimate explanation, such as for a community historical record, for 
academic research, as a tourist, or purely for hobby purposes, etc.  If the organisers feel uncomfortable about the 

photographer’s intrusion, then they should be asked politely to stop. Individual fèisean may consider asking parents and 

http://www.dataprotection.gov.uk/
http://www.iwf.org.uk/
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other spectators at events to register their intention to take photographs, and issuing a pass to bona fide individuals.  This 
would allow photographers who have not registered to be more easily identified and asked to refrain from taking 

photographs or asked to leave. An announcement on posters, etc, that unauthorised photography will not be allowed 
should help to make this point clear, and avoid a potentially unpleasant confrontation. 

 

It should be borne in mind that, for the most part, taking photographs in a public area is not against the law though many 
indoor venues have a blanket ban on photography during events for copyright reasons, or to avoid distraction by flash, for 

example. 
 

It should be noted that the Data Protection Act should not be cited as a reason to ban photography at events.  The Data 
Protection Act covers such official photography as identification passes, club membership cards, etc, and images 

connected with personal information should be stored securely in accordance with Data Protection guidelines. (See Data 

Protection Policy) 
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Equal Opportunities and Inclusion (Extract from full Equal Opportunities Policy, Appendix 11 in this document) 
Participants in Fèisean nan Gàidheal and Fèis activities  

 
Fèisean nan Gàidheal is committed to equality of opportunity in the access granted to participants in events run by the 

organisation, or on the organisation’s behalf.  This extends also to Fèisean which are members of the organisation. 

 
We are committed to ensuring that individuals who wish to take part can participate in any event run by Fèisean nan 

Gàidheal - and individual Fèisean - regardless of race, colour, ethnic or national origins, marital status, sex, sexual 
orientation, disability or religious beliefs. 

 
It is the duty of all our staff and members to ensure that fairness of access and opportunity are applied. However specific 

responsibilities fall upon the Fèis committee members, the Fèisean nan Gàidheal CEO and Board members involved in 

organising events. 

Anybody who believes that s/he has been treated unfairly may raise the matter initially with the Chairperson of the Fèis 

involved, or the Director of Fèisean nan Gàidheal if the Chairperson of the Fèis is involved.  
 

In the case of unfair treatment regarding a Fèisean nan Gàidheal event, the matter may be raised with the CEO of 

Fèisean nan Gàidheal, or the Chairperson, if the CEO is involved. 
 

Policy on the Secure Handling, Use, Storage and Retention of Disclosure Information 
In accordance with the Code of Practice published by the Scottish Ministers under section 122 of the Police Act 1997, for 

registered persons and other recipients of Disclosure Information, Fèisean nan Gàidheal will ensure the following practice. 
 

1 Disclosures will only be requested when necessary and relevant to a particular post and the information provided on 

a disclosure certificate will only be used for recruitment purposes. 
 

2 Fèisean nan Gàidheal will ensure that an individual's consent is given before seeking a disclosure, and will seek their 
consent before disclosing information for any purpose other than recruitment. 

 

3 Disclosure information will only be shared with those authorised to see it in the course of their duties. 
 

4 Where additional disclosure information is provided to Fèisean nan Gàidheal and not to the disclosure applicant, 
Fèisean nan Gàidheal will not disclose this information to the applicant, but will inform them of the fact that 

additional information has been provided, should this information affect the recruitment process. 

 
5 Disclosure information will be stored in a locked non-portable container, for a maximum of 6 months.  Only those 

authorised to see this information in the course of their duties will have access to this container. 
 

6 Disclosure information will be destroyed by shredding. 
 

7 No image or photocopy of the disclosure information will be made, however the following details will be retained:- 

 Date of issue of disclosure 

 Name of subject 

 Disclosure type 

 Position for which disclosure was requested 

 Unique reference number of disclosure 

 Recruitment decision taken 

 
8 Fèisean nan Gàidheal will ensure that all staff with access to disclosure information are aware of this policy and have 

received relevant training and support. 
 

9 Fèisean nan Gàidheal undertake to make a copy of this policy and the Code of Practice published by the Scottish 
Ministers under section 122 of the Police Act 1997 available to any applicant for a post within Fèisean nan Gàidheal 

that requires a disclosure. 

 
Fèisean nan Gàidheal aims through their Equal Opportunities Policy, of which this is a part, to ensure that all applicants 

for positions within the organisation are fairly treated. 
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Responsibilities of the post of Child Protection Officer (in the Fèisean) – These notes form part of the Child 

Protection Policy 
 

The post entails: 

1 Checking that tutors, supervisors, drivers, tuck-shop attendants, voluntary helpers and anyone who may have 
contact with children have been “Disclosure Checked” by Fèisean nan Gàidheal within the last two years, or other 

timeframe as may from time to time be decided by the Fèisean nan Gàidheal Collator. 
 

2 Checking that references and self-disclosures have been received for each employee/volunteer and are satisfactory. 
 

3 Checking that each tutor/supervisor/volunteer is acquainted with the Fèisean nan Gàidheal Child Protection Policy, 

and has a copy of the “Yellow Card” summary.  Most Fèisean cover this at tutor induction immediately before each 
Fèis. 

 
4 Ensuring that the tutor/supervisor/volunteer knows to bring any concerns regarding child protection to you in the 

first instance, and that no investigation should be carried out by them personally. 

 
5 On receiving notice of a concern, or a child having made a disclosure regarding abuse, that this information will be 

passed directly for attention to the Fèisean nan Gàidheal Collator who will liaise with the relevant authorities. 
 

6 Ensuring that a Parental Permission form for each child has been received and is fully completed, and that the 
information is distributed on a “Need to Know” basis to personnel and the form kept in accordance with Data 

Protection principles. 

 
7 Ensuring that any press releases including photographs of children meet Child Protection guidelines, i.e. that 

individual children cannot be identified in group photographs (a general caption may be used, rather than “back row, 
left to right…”, or that photographs of individuals are not named,  e.g.  “A young Fèis participant tries out the 

clàrsach at Fèis an Earraich”. This is to lessen the opportunities for the criminal practice of “grooming” children for 

abuse.  Parental Permission should be sought for any photographs used for publicity. 
 

8 Ensuring that the Fèis adheres to its own guidelines and those of Fèisean nan Gàidheal in respect of child protection, 
e.g. that one-to-one tutoring situations are avoided or minimised, that residential arrangements are suitable, and 

that no unsuitable child or adult behaviour is tolerated. 

 
9 Providing a “First Point of Contact” for parents/guardians with concerns about their child’s welfare at the Fèis, and 

contacting those parents/guardians in the case of any significant incident involving their child. 
 

10 Ensuring that risk assessments for all fèis activities are carried out in good time and in any case to implement any 
control measures required before the activity is allowed to take place.  This task may be delegated to a designated 

Health & Safety Officer within the Fèis, but it is the responsibility of the Child Protection Officer to ensure that it is 

carried out.  Sample risk assessment forms and checklists are provided as Appendix 1 to the Child Protection Policy 
and Procedures.  Risk assessment forms should be kept for a minimum of 6 months following the activity.  The risk 

assessment should be reviewed each time the activity is undertaken, e.g. annually in advance of the main Fèis, and 
before follow-on class sessions. 

 

11 Regularly appraising procedures within your own Fèis, and to suggest improvements in those procedures to the Fèis 
committee and to Fèisean nan Gàidheal. 

 
12 Keeping and maintaining the Child Protection Policy, Procedures and Records file and implementing updates provided 

by Fèisean nan Gàidheal and to attend training sessions and seminars as may be required from time to time. 
 



  

 
 

 
 

 

 
 

 
 

APPENDICES 



  1 

Appendix 1 
Fèisean nan Gàidheal 
Risk Assessment Matrix for two possible Fèis activities 

Risk Assessment Matrix - Fèisean nan Gàidheal 

Date:    Location:      

SAMPLE  

 Initial Risk    Revised Risk     

Activity Hazard Severity Likelihood Risk Control Action Hazard Severity Likelihood Risk Assessed by: Sign/Date 

Fiddle 8 - 13:  

Poked in eye with bow 4 2 8 Ensure supervision at all times 4 1 4 Name  

    Safety talk to kids      

Climbing on furniture 
stacked in classroom 

5 5 25 Ensure supervision at all times 3 1 3 Name  

   Safety talk to kids      

          

          

History Walk  

Medical complications          

(Asthma, etc) 5 3 15 Medical Reg Forms Checked 3 1 3 Name  

    Specific parental permission 
gained 

     

Accident 5 3 15 First Aid kit, adequate 
supervision 

mobile phone (reception 
available?) 

3 2 6 Name  

(dependent on route)         

          

Exposure (season?) 3 1 3 Warm clothing, hot drinks, water- 1 1 1 Name  

    proof footwear      

Damage by or to:          

Livestock - (Cows/Bull) Up to 5 2 10 Alter route to avoid animals 1 1 1 Name  

Sheep 3 1 3 Alter route to avoid animals 1 1 1 Name  

Animal-borne disease 
(EZA,Hydatid, F&M…, 

according to season 
and prevalence) 

5 1 5 Alter route to avoid animals, 
ensure 

participants are aware of dangers 

     

        

        

Hazard 1(low) - 5 (severe)  Likelihood 1 (remote) - 5 (very likely)  Risk = (hazard x likelihood)  Acceptable risk = 6 or less 
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Risk Assessment Matrix - Fèisean nan Gàidheal 

Date:    Location:      

  

 Initial Risk    Revised Risk     

Activity & People at 

Risk 

Hazard Severity Likelihood Risk Control Action Hazard Severity Likelihood Risk Assessed by: Sign/Date 

  

          

          

          

         

          

          

  

          

          

          

          

         

          

          

          

          

          

          

          

        

        

Hazard 1(low) - 5 (severe)  Likelihood 1 (remote) - 5 (very likely)  Risk = (hazard x likelihood)  Acceptable risk = 6 or less 
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Appendix 2 

Fèisean nan Gàidheal 
Introductory letter to be sent with an application pack. 

(This letter should be used for both employees (long and short term) and volunteers) 

 
[Contact name and address of organisation] 

 
[Telephone number of organisation] 

[Email and website address of organisation if available] 
 

[Date of letter] 

 
[Address of applicant] 

 
Dear [name of applicant] 

 

Thank you for your interest in joining our organisation. Enclosed is: 
 

 A Task/Job Description 

 An Application Form 

 A Self-Declaration Form 

 Guidance notes on the Self-Declaration Form 

 
I hope you will complete the application form and return it to me.  Please also complete the self-declaration form and 

return it to me sealed in the envelope provided.  This envelope will not be opened unless you are invited to interview.  If 
you are not invited to interview, the form will be returned to you in the sealed envelope. 

 

Please do contact me if you need more information or have any queries. My telephone number is shown above.  
 

I look forward to hearing from you. 
 

Yours sincerely 

 
 

 
[Signed by a person who has responsibility for selecting and screening workers] 

 
 

 

 
Letter adapted from work by Apex Scotland. 
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Appendix 3 
Fèisean nan Gàidheal 
Application form for posts involving contact with children and young people 
 

 
All applicants for posts which involve contact with children and young people are asked to complete an 
application form.  
 
SECTION A: Your personal details 
 

Title: 
 

First name: 
 

Surname: 
 

Any previous names by which you have been known: 
 
 

Address: 
 
 

Post code: 
 

How long have you lived at the above address? 
 

If less than 12 months, please give your previous address? 
 
Previous address (including post code): 
 
 
How long did you live there? 
 

 
SECTION B: Your present or most recent employment/voluntary work 
 

Name of organisation: 
 

Address of organisation: 
 
 

Summary of role and responsibilities: 
 
 
 

Please give reasons for leaving 
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SECTION C:  Please give details of any previous experience you may have of looking after and/or working 
with children and young people. 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
SECTION D: Please give details of any relevant qualifications, training and/or personal qualities which you 

feel equip you to work with children and young people. If necessary, please continue on a separate sheet. 
 

 

 
 

 

 
 

 
 

 

SECTION E: References – please give the name and contact details of two suitable referees.  At least one 
should have knowledge of any previous work you may have undertaken with children and young people.  

 

Name: 
 

Name: 

Organisation: (where applicable) 

 

Organisation: (where applicable) 

Address: 

 
 

 

 

Address: 

Telephone: 

 

Telephone: 

In what capacity do you know this person 
(friend, colleague, etc.)? 

 
 

In what capacity do you know this person 
(friend, colleague, etc.)? 
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SECTION F: Vetting procedures 
 

This post will require completion of a self-declaration form and a Disclosure check at Standard or Enhanced level. 
Disclosure checks will only be requested for those applicants that we wish to appoint. 

 

(i) Self-Declaration Form: Please confirm that you have completed the self-declaration form and returned it to us in 
the pre-addressed envelope. 

 
                          Please tick:               

 
(ii) Disclosure check: Please confirm that, you understand and agree to a Disclosure check should we wish to appoint 

you to a post that involved working with children. 

 
                             Please tick:                

 
 

 

Section G: Declaration 
 

I confirm that the information I have given in this form is accurate and truthful. 
 

Signed _________________________________Date ________________________ 

 

 

Thank you for completing this application form.  Please return it to the name and address given below: 

 
[Insert relevant name and address here] 

 
 

 
 

 

 
 

 
 

 

The information you give us in this form will be treated in the strictest confidence. 
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Appendix 4  
Fèisean nan Gàidheal 

Self-declaration form for a post requiring a Standard or Enhanced Disclosure 
 

Private and confidential 

It is the policy of this organisation that all applicants to posts which involve contact with children and young people are 
required to complete a self-declaration form. Before completing this form, please read the guidance notes which are 

included with this form.  
 

Part A: Previous convictions.  

To be completed for a post that requires a Standard or Enhanced Disclosure check 

 

Date(s) of conviction(s): 
 

 

 
 

Court(s) where your conviction(s) were heard: 
 

 

 
 

Type of offence(s): 

 
 

 
 

 

Sentence(s) received 
 

 
 

 

Please give details of the reasons and circumstances that led to your offence(s) 
 

 

 
 

 
 

 
 

 

 

Please give details of how you completed the sentence(s) imposed, (for example did you pay your fine(s) as required; 

what conditions were attached to your probation/community service/supervised attendance order(s), did you comply with 

the requirements of your custodial sentence(s). 
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Have any other organisations supported you to work through any of the above issues/difficulties? 
 

 

 
 

 
 

 

What have you learned from your experience? 
 

 
 

 

 
 

 
 

 

Part B – Details of any disciplinary action relating to behaviour to children and young people. 

To be completed for a post which requires a Standard or Enhanced Disclosure check 

 

Have you been disciplined because of inappropriate behaviour towards a child or young person which may have harmed 
them or put them at risk of harm?  YES/NO 

 
If YES, please give details. 

 
 

 

 
 

 

Part C: Police Investigations – this should include relevant police non-conviction information. 

To be completed for a post that requires an Enhanced Disclosure check 

 

Date of investigation(s): 
 

 
 

Police Division(s) involved: 

 
 

 

Details of investigation(s) 
 

 
 

 

Please give details of the reasons and circumstances that led to your investigation(s): 
 

 
 

 

 

Disposal(s) if known: 
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Are you, or have you ever been, known to any Social Work Department/Social Services Department (in England and 
Wales) as an actual or potential risk to children?  

                                                                                                        
 YES/NO 

 

If yes, please provide details 
 

 
 

 

 

 

Part D: Protection of Children (Scotland) Act 2003. Self Declaration 

 
Before answering the question below, please read the following notes 

 

Section 11 of the Protection of Children (Scotland) Act 2003 creates a new offence which an individual who is 
disqualified from working with children will commit if they apply for, offer to do, accept or do any work in a child 

care position.  An organisation will also be guilty of an offence if they knowingly employ (paid or unpaid) a disqualified 
person in a child care position. 

 
Section 17 of the Protection of Children (Scotland) Act 2003 defines “disqualified from working with children”.  It 

extends to Scotland disqualifications which previously applied in England and Wales only.  A person is 

disqualified from working with children if they are: 
 

 Included (otherwise than provisionally) in the Disqualified from Working with Children List established under section 

1(1) of the Protection of Children (Scotland) Act 2003; 
 

 Included (otherwise than provisionally) in the List kept under section 1 of the Protection of Children Act 1999; 

 On List 99 and subject to direction under subsection (1)(a) of section 142 (prohibition from teaching etc.) of the 

Education Act 2002 given on the grounds mentioned in subsection (4)(b) of that section, not to carry on work to 

which that section applies; 

 Subject to a Disqualification Order within the meaning of the Criminal Justice and Court Services Act 2000. 

To help us ensure we are complying with the new child protection laws, please complete the following declaration. 

 
I _____________________________________ [full name in block capitals] 

 
Of [address]_______________________________________________________________________________________ 

 

_________________________________________________________________________________________________ 
 

confirm that I am not subject to any of the disqualifications set out in section 17 of the Protection of Children (Scotland) 
Act 2003 

 

OR 
 

I am the subject of a disqualification from working with children under 
_________________________________________________________________________________________________ 

 

I understand that deliberately giving false information can result in prosecution. 
 

Signed: _________________________________   Date: ____________________________________ 
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Part E: Declaration. 

To be completed by all applicants 

 

I hereby declare and represent that, except for as disclosed above, I have not at any time, whether in the United 

Kingdom or abroad, been found guilty and sentenced by a court for a criminal offence. 
 

I give my consent to [name of organisation] carrying out a Disclosure check (if appropriate) and to requesting references 
for the purposes of verifying the replies given in this declaration, including enquiries of any relevant authority. 

 
I agree to inform [name of organisation] if I am convicted of an offence after I take up any post within the organisation. I 

understand that failure to do so may lead to the immediate suspension of my work with children with the organisation 

and/or the termination of my services. 
 

If I am appointed to a post, I agree to abide by the organisation’s Code of Conduct and Child Protection Policy and 
Guidelines. 

 

I agree to abide by the conditions above and certify that the information contained in this form is true and correct to the 
best of my knowledge and I realise that false information or wilful omissions may lead to the immediate suspension of my 

work with children or the termination of my services. 
 

Signed: __________________________________   Date: _____________________________ 
 

 

Please not that any information you give in this form will be managed according to the organisation’s Confidentiality 
Policy. 

 
Please return the completed self-declaration form to the organisation in the pre-addressed envelope.  

Please do not put your completed application form in this envelope.  It is important that the forms are kept 

separate.  Your completed self-declaration form will only be seen by those individuals in the organisation 
who have a responsibility for recruiting staff and volunteers. 

 
 

 

 
 

 
 

 
 

 

 
 



  11 

Appendix 5 
Fèisean nan Gàidheal 

Guidance notes to be included with a Self-Declaration Form. 
 

Please read these notes before completing the Self-Declaration Form 

 
The information you give in this Self-Declaration Form will support the information we also obtain from your application 

form, references and, where we decide to make an appointment, a Disclosure certificate.  All of these sources of 
information will help us to make an informed decision about your application. 

 
Who must complete the Self-Declaration Form? 

It is the policy of this organisation to ask all applicants who apply to work in “child care” positions to complete a self-

declaration form.  
 

The post which you are applying for is also exempt from the Rehabilitation of Offenders Act 1974 by the Exclusions and 
Exceptions (Scotland) Order 2003.  You are therefore advised to declare all convictions including ‘spent’ convictions. 

 

Which sections of the form must I complete? 
The Job/Task Description enclosed with this form should indicate the level of Disclosure check which will be requested if 

we decide to invite you to join our organisation. 
 

Where the Job/Task description states that the position requires a Standard Disclosure check you must complete Parts 
A, B, D and E of this form.  

 

Where the Job/Task description states that the position requires an Enhanced Disclosure check you must complete 
Parts A, B, C, D and E of this form.  

 
You must also provide identification so that the personal details you provide can be verified.  You will be asked to provide 

these should we invite you to interview. 

 
Who gets to read the Self-Declaration Form? 

The Self-Declaration Form should be sent to us in a sealed envelope.  Please do not send it with your completed 
application form.  If you are not invited to interview, the envelope will be returned to you unopened for you to dispose of. 

 

The envelope will be opened if you are being considered for interview. If you are selected for interview and you have 
recorded previous convictions or other relevant information, you will be given the opportunity to discuss this at the 

interview. 
 

What happens to the Self-Declaration Form after a decision has been made on my application? 
If you are unsuccessful the Self-Declaration Form will be returned to you for you to dispose of. 

 

If you are successful, Disclosure checks will then be requested.  The Self-Declaration Form and the Disclosure certificate 
will then be retained by us until a decision has been made on your application.  Usually, this information will not be kept 

any longer than six months. 
 

What happens if my application is successful? 

If your application is successful you will also be required to provide a Standard or Enhanced Disclosure under the 
terms of the Police Act 1997 (Part V). The level of Disclosure check is given in the Job Description which was sent to you 

with other forms. 
 

What happens if I do not wish to complete a Self-Declaration Form? 
In accordance with our child protection policy and guidelines you will not be allowed to work in a “child care” position 

within our organisation. 
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Appendix 6 
Fèisean nan Gàidheal 

Interview process matrix 
 

To be completed only when the organisation has decided that it may wish to interview the applicant. 

 
Post applied for: ___________________________________________________________________________________ 

 
 

 
Q1: Self-Declaration form completed by the applicant? 

 

                                                                   Yes                    No    
 

 
Q2: Criminal Conviction(s) Disclosed?        

 

                                                                   Yes                    No          
 

 
Q3: Cautions, warnings, reprimands disclosed? 

 
                                                                   Yes                    No       

 

 
Q4: Non-conviction information disclosed? 

 
                                                                    Yes                   No           

 

 
Q5: Number of convictions?                                      

 
 

Q6: Time since last conviction?            

 
 

  
 

Q7: Evidence of change of behaviour 
 

___________________________________________________________________________________________________   

 
___________________________________________________________________________________________________ 

 
___________________________________________________________________________________________________ 
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Q8: Are convictions relevant to the post applied for? 

 
                                                                   Yes                    No    

 

If yes, give reasons why 
___________________________________________________________________________________________________ 

 
___________________________________________________________________________________________________ 

 
___________________________________________________________________________________________________ 

 

___________________________________________________________________________________________________ 
 

If no, give reasons why 
___________________________________________________________________________________________________ 

 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 
 

Interview granted                    

             Yes                 No      
 

Interview 
 

Questions asked: 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 

 
Additional references applied for: 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 

 
Feedback from interview: 

 
___________________________________________________________________________________________________ 

 

___________________________________________________________________________________________________ 
 

(Form adapted from work by Louise Holmes of Apex Scotland) 
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Appendix 7 
Fèisean nan Gàidheal                  
Letter to Referees 
 

Name and address of your organisation (or letterhead) 

 
(Name and address of the referee)  Date of reference request:______________ 
 
Dear  _____________________ 
 
[Name of applicant] has expressed an interest in joining our organisation as a [give the name of position] which will 
involve them working with children.  I should therefore like to know if you have any reason at all to be concerned about 
this applicant being in contact with children. 
 
                                     YES                   NO                     Please tick 
If you have answered YES, I will contact you separately and in confidence. 
 
If you have answered NO and feel able to complete this reference, I should confirm that all the information you give on 
this form will remain confidential and will only be shared with designated individuals on a ‘need to know’ basis. I 
should be grateful if you could respond to the following questions: 
1. How long have you known the above applicant? ________________________________ 
 
2.  In what capacity (e.g. friend, work colleague)? _________________________________ 
 
3.  Will you please rate the applicant on the following personal qualities by ticking the appropriate boxes: 
 

 Poor Average Good Very good Excellent 

Responsibility      

Maturity      

Commitment      

Energy      

Trustworthiness      

Reliability      

Concern for 
others 

     

 
If you would like to provide any further information about the applicant please do so in the space provided below, or on 
the reverse of this page. 
 

 
 
 
 
 
 

 
Signature of referee: __________________________________  Date:______________ 
 
Thank you for completing this form. Please return it to me in the envelope provided. 
 
Yours sincerely 
 
This form is adapted from a reference form contained in the Church of Scotland’s Child Protection Handbook (revised 
edition, 2003). 
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Appendix 8 
Fèisean nan Gàidheal  

Example pro-forma for making a referral to the Disqualified from Working with Children List (the List) 
 

This pro-forma is designed to give organisations a framework for providing information to Scottish Ministers when they 
make a referral to the List.  Organisations/individuals are not required to use this form.  It may not be possible for all 
organisations to complete all sections of the form because they do not have access to all of the information which is 
requested. 
 

The grounds for making a referral to the List 
 

“An organisation will have a duty to make a referral to Scottish Ministers if an individual working in a child care position 
harms a child or puts a child at risk of harm AND is dismissed or moved away from access to children as a consequence.  
In addition, a person in a child care position who harms a child or puts a child at risk of harm AND would have been 
dismissed if they had not resigned, retired been made redundant or left at the end of a temporary contract, must also be 
referred to Scottish Ministers.” (P.2 of the Information Note) 
 

The Explanatory Notes to the Act state that: 

 
“It is important to understand that no referral can be made unless the organisation has (or would, but for a resignation, 
retiral, redundancy or contract expiry, have) taken steps to remove the individual from his or her present position.” (Para. 

9 of the Explanatory Notes). 

                 

Section 1 

General information about the organisation or person making a reference to the Scottish Ministers 

 

1.1: Name of organisation/individual making the referral. 
 

___________________________________________________________________________________________________ 

 
1.2: Full address of organisation/individual making the referral. 

 
___________________________________________________________________________________________________ 

 

___________________________________________________________________________________________________ 
 

1.3: Contact telephone number of organisation/individual making the referral. 
 

___________________________________________________________________________________________________ 
 

1.4: Name and contact telephone number (if different from the above) of the individual who should be contacted in the 

course of queries arising from this information. 
 

____________________________________________________________________________________
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Section 2 

Personal details of the individual who is the subject of this reference 

 

2.1: Full name including maiden name and any other names by which they are/have been known. 
 

____________________________________________________________________________________ 
 

____________________________________________________________________________________ 
 

 

2.2: Date of Birth. 
 

____________________________________________________________________________________ 
 

 

2.3: Current address. 
 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 
 

2.4: Where known to the organisation/individual making the referral, previous addresses at which the individual has been 

resident in the preceding 5 years and the time spent at each address (where required please continue on a separate 
sheet). 

 
___________________________________________________________________________________________________ 

 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 

 
2.5: National Insurance Number (this information may not be known for volunteer workers). 

 
___________________________________________________________________________________________________ 
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Section 3 

Any identity checks carried out by the organisation/individual making the referral 

 

Please indicate the type of ID checks which were carried out by the organisation during the recruitment process.  Please 
tick the relevant boxes below.  Where no records were kept of these checks, please tick the last box. 

 

Identity checks carried out  Where applicable,  

please tick 

 
Photographic evidence provided by: 

 

 Current passport  

 New style current UK driving licence 

 

 
In the absence of photographic evidence: 

 
 A full birth certificate issued at the time of birth 

 

 
Address-related evidence provided by: 

 
 A utility bill 

 Bank 

 Credit card 

 Mortgage statement 

 

 

No records of ID checks were kept by the organisation 

 

 

 

 

Section 4 

Details of the child care position held by the individual 

 
Include in this section the title of the post, a summary of the main duties and the age range of the children and young 

people with whom the post holder worked. 

 
___________________________________________________________________________________________________ 

 
___________________________________________________________________________________________________ 

 
___________________________________________________________________________________________________ 

 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 
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Section 5 
Details of the circumstances in which the organisation/individual (the referring body) considers that the individual harmed 

a child or placed a child at risk of harm 

 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 

 
___________________________________________________________________________________________________ 

 
___________________________________________________________________________________________________ 

 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 
 

 

Section 6 

Details of the reviews of the worker’s behaviour which were carried out by the organisation/individual (referring body) and 

the conclusions reached 

 

When completing this section it will be helpful if the organisation/individual refers to the procedures which relate to the 
conduct of workers towards children and young people (e.g. Code of Conduct) and explains how the worker’s behaviour 

was in breach of these. The referring body should also attach copies of all relevant paperwork including witness 

statements, minutes of meetings and reports on disciplinary hearings and copies of Disciplinary procedures. 
 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 

 
___________________________________________________________________________________________________ 

 
___________________________________________________________________________________________________ 

 
___________________________________________________________________________________________________ 

 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 
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Section 7 
Details of any referral made to the Police and/or Social Work and a summary of any advice given by these agencies to the 

referring body 

 

Include in this section details of the local Police and/or local Social Work area which were contacted and a summary of 
any advice given by these agencies. Copies of completed pro-forma (e.g. child protection records) should be attached to 

this reference. 
 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 

 
___________________________________________________________________________________________________ 

 
___________________________________________________________________________________________________ 

 

___________________________________________________________________________________________________ 
 

 

Section 8 

Details of action taken to remove the individual from access to children and young people under the age of 18 years 

 

A referral to the List can not be made unless the organisation has (or would, but for a resignation, retiral, redundancy or 

contract expiry, have) taken steps to remove the individual from his or her present position. 
 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 

 
___________________________________________________________________________________________________ 

 
___________________________________________________________________________________________________ 

 

___________________________________________________________________________________________________ 
 

 

Section 9 
State if the dismissal is the subject of an appeal within the organisation or (in the case of an employee) an Employment 

Tribunal.  If so, at what stage is the appeal and what further stages are provided for? 

 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 
 

___________________________________________________________________________________________________ 

 
____________________________________________________________________________________ 

 
____________________________________________________________________________________ 
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Section 10 
Where known, include details of the individual’s involvement with any other organisation where s/he may be in contact 

with children 

 

____________________________________________________________________________________ 

 
____________________________________________________________________________________ 

 
____________________________________________________________________________________ 

 
____________________________________________________________________________________ 

 

____________________________________________________________________________________ 
 

____________________________________________________________________________________ 
 

____________________________________________________________________________________ 

 
 

 
 

 
 

Date report sent to Scottish Ministers ______________________________________________________ 
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Appendix 9 
Fèisean nan Gàidheal  

Emergency Child Protection Number (National) 
 

There is now a National Child Protection Line where members of the public can report their concerns.  They 

will be put through to the most appropriate person to deal with the call or advised on the next steps to tak 

0800 022 3222 

YOUR CONCERNS 

 
What kinds of things are a cause for concern? 

You may notice one or a combination of the things listed below. 

The child or young person may: 
 have unexplained bruising or bruising in an unusual place  

 appear afraid, quiet or withdrawn  

 be afraid to go home  

 appear constantly hungry, tired or untidy  

 be left unattended or unsupervised  

 have too much responsibility for their age  

 be acting in a sexually inappropriate way  

 be misusing drugs or alcohol  

 tell you something that sounds as though they have been hurt by someone.  

The behaviour of adults may cause you concern if they: 
 are acting in an aggressive, violent or sexual manner towards a child or young person  

 are misusing drink or drugs while caring for a child  

 leave their child unattended or with unsuitable adults.  

If you’re worried about any of the above, please call the National Child Protection Line:  

0800 022 3222 
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Appendix 10 
Fèisean nan Gàidheal 

Suggested pro-forma for recording allegations/concerns of abuse 
 

Workers should complete as many sections of the following pro-forma as possible.  It will not always be possible to 

complete all sections. The completed pro-forma must be passed to the Child Protection Coordinator/Establishment Head. 
  

Name of child (where known): 

 

 

Age (where known): 

 

Address and telephone number (where known): 

 
 

Name of parents/carers (where known): 

 
 

Names of other siblings (where known): 

 
 

 

Any special circumstances relating to the child (e.g. special needs, health and welfare issues): 

 

 
 

What is the nature of the concern?  (e.g. could be an allegation made by a child or a concern raised by a 

worker/third party). 

 

 
 

If a child has alleged abuse, give the name of the person they spoke to together with the place and time when this 

was made. 

 

 
 

If a child has alleged abuse, record as quickly as possible what the child said.  Remember that this should be as 

accurate as possible and that you should record the child’s words/phrases. 

 

 

 
 

If an adult has expressed concern at the safety of a child are they expressing their own worries or passing on those 
from another adult?  Record their concerns and ask them to confirm that the details are correct. 

 

 
 

 

Have any possible signs or indicators been identified?  Who identified these? 
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If known, record the name(s) of the person or persons implicated in the allegation/concern of abuse. 

 

 

 

Record when the referral to Social Work, Police or Authority Reporter was made and the name of the person who 

received your call and the advice given. 

 

 

 

What advice was given about liaising with the child’s parents/carers? 

 

 
 

 
 

Signed (worker) ________________________________________  Date ____________ 

 
Signed  

(Child Protection Co-ordinator/Establishment __________________________________  
 

Date____________ 

 

This form must be kept in a confidential file.  Information given in this form must only be disclosed to relevant persons on 
a need to know basis. 
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Appendix 11 
Fèisean nan Gàidheal  

Equal Opportunities Policy 

1   EMPLOYMENT OF STAFF, CONTRACT WORKERS & TUTORS (applicable, where appropriate, to 

volunteers)  

 
1.1 Fèisean nan Gàidheal undertakes to treat all applicants for positions within the organisation fairly.  We are committed 

to ensuring that individuals are selected on the basis of relevant merits and abilities. 
 

1.2 Fèisean nan Gàidheal aims to ensure that no potential or actual employee, contract worker, tutor or volunteer 
receives more or less favourable treatment on the grounds of race, colour, ethnic or national origins, marital status, 

sex, sexual orientation, disability or religious beliefs. 

 
1.3 Fèisean nan Gàidheal operates a policy on the recruitment of ex-offenders, which aims to ensure that all applicants 

for positions within the organisation are treated fairly.  This is enclosed as Appendix 1 to this policy. 
 

1.4 With regard to 1.3, any information disclosed to Fèisean nan Gàidheal will be handled under the terms of our Policy 

on Secure Handling, Use, Storage and Retention of Disclosure Information.  This is enclosed as Appendix 2 to this 
policy. 

 
1.5 It is a contractual obligation on the part of all our staff to accept responsibility for ensuring that fair employment 

practices are applied, but specific responsibilities fall upon the CEO and Board members involved in recruitment, and 
staff involved in employee administration. 

 

1.6 Any employee who believes that s/he has been treated unfairly may raise the matter with the CEO of Fèisean nan 
Gàidheal, or the Chairperson if the CEO is involved. 

2 PARTICIPANTS IN FÈISEAN NAN GÀIDHEAL AND FÈIS ACTIVITIES 

 

2.1 Fèisean nan Gàidheal is committed to equality of opportunity in the access granted to participants in events run by 

the organisation, or on the organisation’s behalf.  This extends also to Fèisean which are members of the 
organisation. 

 
2.2 We are committed to ensuring that individuals who wish to take part, can participate in any event run by Fèisean nan 

Gàidheal - and individual Fèisean - regardless of race, colour, ethnic or national origins, marital status, sex, sexual 

orientation, disability or religious beliefs. 
 

2.3 It is the duty of all our staff and members to ensure that fairness of access and opportunity are applied. However 
specific responsibilities fall upon the Fèis committee members, the Fèisean nan Gàidheal CEO and Board members 

involved in organising events. 

2.4 Anybody who believes that s/he has been treated unfairly may raise the matter initially with the Chairperson of the 

Fèis involved, or the CEO of Fèisean nan Gàidheal if the Chairperson of the Fèis is involved.  

 
2.5 In the case of unfair treatment regarding a Fèisean nan Gàidheal event, the matter may be raised with the CEO of 

Fèisean nan Gàidheal, or the Chairperson, if the CEO is involved. 
 

3 THE POLICY IN PRACTICE 

 
3.1 Fèisean nan Gàidheal is committed to making this policy properly effective, and will regularly review its effectiveness 

through evaluation of events, and reviewing practices with regard to recruitment and marketing of events. 
 

3.2 We will not tolerate unfair discrimination against any member of staff, a job applicant, a contractor, a tutor, or a 
participant, by a Fèisean nan Gàidheal employee or by someone appointed to the service of Fèisean nan Gàidheal, or 

its member Fèisean. We will investigate any matters brought to our attention and will take action where appropriate 

to do so. 
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3.3 Anybody who would like to suggest changes to the policy, or has comments as to how it’s effectiveness could be 
improved, should write in the first instance to: 

 
Arthur Cormack 

CEO 

Fèisean nan Gàidheal 
Meall House 

Portree 
Isle of Skye 

IV51 9BZ 
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Appendix  1 (of Appendix 11) 
Fèisean nan Gàidheal 

Policy on the Recruitment of Ex-offenders 
 

In accordance with the Code of Practice published by the Scottish Ministers under section 122 of the Police Act 1997, for 

registered persons and other recipients of Disclosure Information, Fèisean nan Gàidheal will ensure the following practice. 
 

1 Fèisean nan Gàidheal undertakes to treat all applicants for positions within the organisation fairly, and not to 
discriminate unfairly against the subject of a disclosure on the basis of conviction or other information revealed. 

 
2 Fèisean nan Gàidheal will only request a Standard or Enhanced Disclosure where it is necessary and relevant to the 

position sought. 

 
3 Where a position requires a disclosure, Fèisean nan Gàidheal will make this clear on the application form, job advert 

and any other information provided about the post.  This policy will be made available to applicants at the outset of 
the recruitment process. 

 

4 At interview, Fèisean nan Gàidheal will ensure that open and measured discussions can take place on the subject of 
offences.  Failure to reveal information at interview, that is directly relevant to the position sought, could lead to 

withdrawal of an offer of employment. 
 

5 At interview or when receiving a Disclosure which shows a conviction, Fèisean nan Gàidheal will take into 
consideration: 

 Whether the conviction is relevant to the position being offered. 

 The seriousness of the offence revealed. 

 The length of time since the offence took place. 

 Whether the applicant has a pattern of offending behaviour. 

 Whether the applicant's circumstances have changed since offending took place. 

 

6 Fèisean nan Gàidheal will ensure that all our staff involved in the recruitment process are aware of this process and 
have received relevant training and support. 

 
7 Fèisean nan Gàidheal undertake to make copies of the Code of Practice published by the Scottish Ministers under 

section 122 of the Police Act 1997 available to any applicant for posts with Fèisean nan Gàidheal that require a 

disclosure. 
 

8 Fèisean nan Gàidheal aims through their Equal Opportunities Policy, of which this is a part, to ensure that all 
applicants for positions within the organisation are fairly treated.  
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Appendix 2 (of Appendix 11) 
Fèisean nan Gàidheal 

Policy on the Secure Handling, Use, Storage and Retention of Disclosure Information 
 

In accordance with the Code of Practice published by the Scottish Ministers under section 122 of the Police Act 1997, for 

registered persons and other recipients of Disclosure Information, Fèisean nan Gàidheal will ensure the following practice. 
 

1 Disclosures will only be requested when necessary and relevant to a particular post and the information provided on 
a disclosure certificate will only be used for recruitment purposes. 

 
2 Fèisean nan Gàidheal will ensure that an individual's consent is given before seeking a disclosure, and will seek their 

consent before disclosing information for any purpose other than recruitment. 

 
3 Disclosure information will only be shared with those authorised to see it in the course of their duties. 

 
4 Where additional disclosure information is provided to Fèisean nan Gàidheal and not to the disclosure applicant, 

Fèisean nan Gàidheal will not disclose this information to the applicant, but will inform them of the fact that 

additional information has been provided, should this information affect the recruitment process. 
 

5 Disclosure information will be stored in a locked non-portable container, for a maximum of 6 months.  Only those 
authorised to see this information in the course of their duties will have access to this container. 

 
6 Disclosure information will be destroyed by shredding. 

 

7 No image or photocopy of the disclosure information will be made, however the following details will be retained: 
Date of issue of disclosure 

Name of subject 
Disclosure type 

Position for which disclosure was requested 

Unique reference number of disclosure 
Recruitment decision taken 

 
8 Fèisean nan Gàidheal will ensure that all staff with access to disclosure information are aware of this policy and have 

received relevant training and support. 

 
9  Fèisean nan Gàidheal undertake to make a copy of this policy and the Code of Practice published by the Scottish 

Ministers under section 122 of the Police Act 1997 available to any applicant for a post within Fèisean nan Gàidheal 
that requires a disclosure. 

 
Fèisean nan Gàidheal aims through their Equal Opportunities Policy, of which this is a part, to ensure that all applicants 

for positions within the organisation are fairly treated.
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Appendix 12 

Fèisean nan Gàidheal  
Suggested Parental Consent Form for Fèis participants 

 
PARENTAL CONSENT FORM (Name and address of Fèis) 

 

Name of Participant    …………………………………….. Age ……….. 
Home Address            ….……………………………………………………. 

                                …..…………………………………………………… 
Telephone number, including dialling code by which *parent/guardian may be contacted 

 
Home ……………………….    Business ……………………. Mobile ………………………………… 

Second nominated contact:  Name……………………………………… Telephone………………………… 

 
I agree to my *child/ren taking part in Fèis ……………………………………… (Date:…………….……) 

I understand the nature of the activities and consider my child/ren fit to take part… 
I understand that my child/ren must have their mobile phones switched off while attending classes and workshops.  I 

also consent to the use of any photographs taken at the Fèis by Fèis representatives or Fèisean nan Gaidheal. 

Photographs used for publicity will not name individual children. 
 

BEHAVIOUR 
We reserve the right to send home any child whose behaviour is compromising the enjoyment and well-being or 

safety of others.  In these circumstances we expect you to collect the child.  You will be liable for any expenses 
incurred in returning the child home. 

 

SPECIAL DIETS, MEDICATION, CONDITIONS, ALLERGIES 
Please give details of any special diet, medication, medical or physical conditions or allergies which may apply to your 

*child/ren.  Are there any special requirements for the storage of medication? 
………………………………………………………………………………………………………………………………………… 

If necessary, does your child administer his/her own medication, e.g. Insulin, Epipen, inhalers etc?     YES/NO 

 
Please note that if your child normally requires a carer/auxiliary at school, a carer must be provided if your child is to 

attend a fèis. The fèisean have some funding available to help appoint a suitable carer in consultation with you.  
Please ensure that any special needs are recorded on this form, and that it is returned in good time to the Fèis 

administrator. Local authorities may also consider assisting a child with particular special needs where appropriate. 

 
*I do/do not consent to any medical treatment being given in an emergency.  Children over 16 may consent to their 

own treatment 
 

The following proprietary medicines/first aid supplies will be kept by a nominated member of staff.  Please state 
which, if any, may be given to or used on your child if appropriate: 

 

Elastoplast/Bandaid Yes/No  Antiseptic wipes Yes/No  …………………  Yes/No  
Calpol   Yes/No  Paracetamol   Yes/No  …………………  Yes/No 

Strepsils/lozenges Yes/No  …………………  Yes/No  …………………  Yes/No 
 

Name of Parent/Guardian (Block letters) ………………………………….. 

 
Signature of Parent/Guardian ………………………..………………………… 

PLEASE RETURN THIS FORM WITH YOUR FÈIS REGISTRATION FORM, OR BY ………..(DATE)  
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Appendix 13 
Fèisean nan Gàidheal 
Incident/Accident Report 

 

Feis Name: 

 

Name of Child Protection Officer: 

 

Contact Address: 

 

 

Contact Telephone No: 

 

Date of Incident: 

Parent/Guardian Informed: (date/time) 

Description of Incident: 

 

 

 

 

 

Reported to: 

 

Reported by: 

 

Action Taken: 

 

 

 

Signature:  

(Must be signed by Child Protection Officer) 

 

Date: 

A copy of this form should be retained in the Fèis Incident Log, and, if necessary, a copy returned to the CEO, Fèisean 
nan Gàidheal.  Data Protection procedures apply. Also see www.hse.gov.uk or www.riddor.gov.uk for more serious 
notifiable incidents, where appropriate. 

 
 

http://www.hse.gov.uk/
http://www.riddor.gov.uk/

