
New volunteer or 

staff required for a 

role

Advertise the role 

(optional)
Individuals complete 

a registration form 

and self declaration 

form and return to 

Club Child Protection 

Officer

Applicants 

complete an 

application form 

and Self 

Declaration form.

Club reviews 

applicants to be 

considered for 

interview

Is the applicant 

being considered for 

interview?

Self Declaration 

form is opened

Is the 

candidate 

suitable for 

interview?

Volunteer 

identified for a role

Applicant is 

interviewed. 

References 

obtained

Self Declaration 

form is opened by 

Club CPO

Club CPO obtains 

references

Are references 

satisfactory?

Individual not 

appointed

No

Yes

Individual 

Appointed

PVG check 

successful?
No Yes

Yes

Self Declaration 

form destroyed

Yes

No

No

No

Successful 

candidate at 

interview?

Yes

No

Recommended Procedure for Appointment and 

Selection of an Individual to ‘Regulated Work’ in Affiliated Clubs

Carry out 

appropriate PVG 

Check

Yes



Is candidate 

already a PVG 

scheme member?

Candidate 

completes PVG 

Scheme Record 

Application

Club CPO asks 

the individual to 

provide a copy of 

his/her Scheme 

Record

No

Yes

PVG Scheme 

Record application 

form returned to 

SCA CPO

Scheme Record 

Application logged 

and sent to CRBS

PVG Scheme 

Record is returned 

to SCA CPO and 

a copy is also sent 

to candidate

Club CPO reviews the content of 

the scheme record. (who may 

wish to consult SCA CPO to 

decide whether to proceed)

Applicant completes a scheme 

record update form and passes 

to Club CPO.

Scheme Record Update 

form logged and sent to 

CRBS

Scheme Record Update received 

by SCA CPO and copy also sent 

to candidate

SCA CPO reviews 

the content of the 

Scheme Record 

update

Does the 

update advise of 

new vetting 

information?

Yes

SCA CPO 

assesses whether 

individual is 

suitable to do 

regulated work

SCA CPO notifies 

Club CPO of 

Outcome

No

Forms may be 

requested from 

SCA office
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Does Club wish SCA to 

act as Intermediary?

Yes

Alternative 

arrangements are 

made

No

Club CPO completes cover 

sheet verifying reference number 

of Scheme Record and sends to 

SCA CPO

AppointDo not appoint

Does Scheme Record 

contain any information to prevent 

proceeding?

Identity 

documents 

verified 


