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Fife Contemporary Art & Craft (St Andrews) Ltd 
Child & Vulnerable Adult Protection Policy 

 
 

1 Equality Statement 
Fife Contemporary believes that all children, young people and vulnerable adults should have the same 
protection regardless of age, disability, gender, racial heritage, religious belief, sexual orientation, identity 
or other protected characteristics, and: 

• is committed to anti-discriminatory practice, free of any bullying behaviour 

• recognises the needs of children and vulnerable adults from minority, ethnic groups, and disabled 
children 

• recognises the barriers such people may face, especially around communication 
 
Fife Contemporary seeks to keep children, young people & vulnerable adults safe by: 

• valuing and respecting them; listening to what they say 

• adopting child / vulnerable adult protection & safeguarding practices within the organisation 

• implementing an effective e-policy 

• providing effective management for all staff & volunteers through supervision, support and training 

• recruiting staff, Board members and volunteers safely, ensuring all necessary checks are made 

• contracting freelancers safely, ensuring checks are made and all policies and procedures are 
adhered to and detailed in contracts 

• recording information professionally, accurately and securely 

• using appropriate procedures (see Staff Handbook) to manage any allegations against staff, Board 
Members & volunteers 

• ensuring effective complaints & whistleblowing procedures are in place (see Staff Handbook) 

• ensuring a safe physical environment is provided for all activities for children, young people & 
vulnerable adults, by applying health & safety measures in accordance with the law & regulatory 
guidance 

 
2 Purpose & aim of the Policy  
Fife Contemporary nurtures the creation, understanding and appreciation of high quality contemporary 
craft and visual art with international significance. Its remit is to provide cultural activity across Fife. 
The programme includes a range of participatory activities which may involve children, young people and 
vulnerable adults.  
 
The purpose of this Policy is: 

• to protect children and young people who participate in Fife Contemporary’s services. This includes 
the children of adults who use Fife Contemporary’s services. 

• to protect vulnerable adults who participate in Fife Contemporary’s services. 

• to provide all members of the Board, core and temporary / sessional staff, contractors and 
volunteers with the principles that guide Fife Contemporary’s approach to safeguarding children, 
young people & vulnerable adults. 

 
The organisation’s aim, through this policy, is to ensure that any vulnerable people, whether children, 
young people or vulnerable adults, are protected and kept safe from abuse and harm while they are with 
staff, Board Members, freelance contractors and volunteers in this organisation. In order to achieve this, 
Fife Contemporary will ensure that all staff, Board Members, freelance contractors and volunteers are 
carefully selected, screened, trained and supervised. 

 
3 Scope of the Policy 
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This Policy covers all children and young people under 18 and all vulnerable adults (16 and over) who work 
with Fife Contemporary in any capacity, or receive its services.   
It applies to all members of the staff (core salaried, temporary / sessional workers, students, freelance 
contractors), the Board, volunteers & anyone else working on behalf of Fife Contemporary. 
 
Abuse and harm:  

• can take the form of physical abuse, sexual abuse, emotional abuse and neglect. 

• also encompasses the broader issues of domestic abuse, parental alcohol and substance misuse, 
children and young people experiencing or being affected by mental health problems, who display 
problematic sexual behaviour and internet safety. 

• may be inflicted by adults as well as children and young people. 
 
Overall responsibility for the wellbeing, safety and welfare of children, young people and vulnerable adults 
participating in activities organised by Fife Contemporary belongs to Fife Contemporary’s Board of 
Directors. 
 

4 Recruitment 
Fife Contemporary will ensure that all Board members, staff and volunteers involved in recruitment, 
training and supervision are aware of this policy and have received appropriate training and support to 
ensure its full implementation. 
 
Fife Contemporary will adhere to recruitment processes in Staff Handbook for staff, Board Members and 
volunteers who will be working with children, young people and / or vulnerable adults on behalf of Fife 
Contemporary. 
 
Staff, Board Members and volunteers who will be working with children, young people and / or vulnerable 
adults on behalf of Fife Contemporary must be registered with the appropriate section of the Protection of 
Vulnerable Groups (PVG) Register. 

• Fife Contemporary will be responsible for assessing if the work involved is eligible for PVG 
registration. 

• Fife Contemporary will process registration for staff, Board Members and volunteers new to the 
PVG register or registered for a different protected group category. 

• Fife Contemporary will request a PVG Scheme Record Update for new staff, Board Members and 
volunteers already PVG registered for the appropriate protected group. 

• Fife Contemporary’s Counter signatory (currently the Director) will keep a list of PVG records 
requested, PVG membership numbers and the date of certificate issue being received from 
Volunteer Scotland who act as intermediary between Fife Contemporary and the formal PVG 
processing body, Disclosure Scotland.  

• In accordance with data protection and Volunteer Scotland’s rules, the outcome of requests will 
not be recorded and stored in order to protect applicants’ sensitive personal data. (See Appendix 
6) 

• Confidential references will be obtained as part of the recruitment process. 
 

5 Training & Operation 
• Staff, Board Members and volunteers will receive induction training, which will give an overview of 

the organisation and ensure they know its purpose, values, services and structure. This will include 
relevant policies and procedures. 

• Relevant training and support will be provided on an ongoing basis, and will cover information 
about their role, and opportunities for practising skills needed for the work. Training on specific 
areas such as health & safety procedures, e-safety, recognising and reporting abuse or disclosure of 
abuse as per this Policy (see Appendix 3 & 4), and confidentiality / data protection will be given as a 
priority to new staff, Board Members and volunteers, and will be regularly reviewed. The Creative 
Scotland / Children in Scotland Creating Safety handbook will provide the basis for this.  

https://www.creativescotland.com/resources/professional-resources/guidance-and-toolkits/creating-safety
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• Safety procedures relating to responding to, reporting and recording concerns and disclosures (and 
when planning and delivering activity) will follow the Codes of Good Practice and reporting flow 
chart (Appendix 1, Appendix 2, Appendix 3). 

• To ensure children, young people and vulnerable adults are kept safe whilst participating in 
activities, relevant staff will undertake a risk assessment, in line with its Health & Safety Policy, in 
advance of activities. 

• In the instance of supervised, organised activity or group visits to Fife Contemporary led by 
education, care or arts professionals, it will be made clear that the primary responsibility to carry 
out a risk assessment to highlight any potential areas of risk and devise strategies to manage such 
risks will rest with an adult representative of the visiting organisation or group. This will normally 
be compiled during a preliminary visit with guidance available, if required, from Fife Contemporary.  
Fife Contemporary reserves the right to view these risk assessments at any time to ensure the 
visiting organisation or group has made this provision. 
 

6 Supervision & Support  
• All staff, Board Members and volunteers will have a designated person from the core staff who will 

provide supervision and support. 

• Staff, Board Members and volunteers should record and report any concerns about or disclosure of 
abuse immediately to their designated supervisor who will report this to the relevant statutory 
authorities as required. (See Appendix 3 & Appendix 4.) 

• Staff, Board Members and volunteers should respond to and record any health & safety incidents 
as per their Health & Safety Policy. 

• Allegations of abuse made about staff, Board Members or volunteers should be recorded and 
reported by designated supervisors to the relevant statutory authorities. 

• Staff, Board Members and volunteers found to be in breach of this Policy and its appendices will be 
subject to disciplinary procedures in Staff Handbook. 

 

7 Personal data in photography / video / communication 
• Fife Contemporary regularly documents its activities by photography / film. These may be used for 

publicity purposes by the press, and also through the organisation’s print materials, website and 
social media platforms. Before taking any photography or video, written permission will be sought 
by Fife Contemporary from the parent / guardian of any child / young person / vulnerable adult 
who is participating in a Fife Contemporary activity. If the permission is refused, no photography / 
video of that individual will be taken. 

• Fife Contemporary will electronically store and dispose of the personal data of every child, 
young person or vulnerable adult, in accordance with the rules of GDPR 2018 (as set out in 
the organisation’s IT, Computer & Data Protection Policies). Access to this information will be 
limited to staff who work directly with and have significant contact with children, young 
people and vulnerable adults. 

• Fife Contemporary recognises that text, and email communication with participants in their 
activities is economical, swift, direct and often the most familiar way for participants to 
communicate. Fife Contemporary also recognise this method of communication is used by 
people to harm and ‘groom’ children, young people & vulnerable adults. To safeguard 
against this, staff, Board Members and volunteers will only communicate ‘need to know’ 
information (e.g. for the purposes of confirming, updating and cancelling details of activity 
times, dates, locations and equipment requirements) about Fife Contemporary activities by 
email to the email address of a young person or vulnerable adult or their parent, guardian 
or carer as detailed on an event booking form from an official Fife Contemporary email 
account.  

• The Fife Contemporary phone can be used to send messages via text or Social Media 
platforms and messenger services such as WhatsApp.  
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• Staff, Board Members and volunteers will not use their personal mobiles and email 
accounts to text or email children, young people & vulnerable adults participating in Fife 
Contemporary activities unless in an emergency. Staff, Board Members and volunteers will 
not give out their personal mobile number or email account details to participants in Fife 
Contemporary activities, unless in an emergency.  

• Fife Contemporary recognises that participants in their activities use multiple social media 
platforms to share information and news between themselves, with their friends and 
family and with Fife Contemporary, and how effective it can be in assisting their 
progression and engagement in creative activities. Fife Contemporary also recognises social 
media is used by people to harm and ‘groom’ children, young people & vulnerable adults. 
To safeguard participants against this, staff, Board Members and volunteers will use 
separate, designated Fife Contemporary social media accounts for the purposes of 
communicating with children, young people and vulnerable adults. These accounts may be 
examined by any member of Fife Contemporary staff, including Board Members and 
volunteers, and should be used for these purposes only and not as a personal account. 
Staff, Board Members and volunteers should only instigate communication about ‘need to 
know’ information (see above) on social media platforms. Staff, Board Members and 
volunteers should respond to social media communication instigated by participants or 
their parents / guardians / carers posted on social media platforms. Staff, Board Members 
and volunteers should not use one-to-one, direct communication channels within the 
platforms, e.g. instant messenger in Facebook, to communicate with participants, and 
should direct participants to use formal email and phone communication channels. Staff, 
Board Members and volunteers should ensure that all contact with participants using social 
media is kept appropriate and not use abbreviations / language that could be 
misunderstood by participants, their parent / guardian /carer. Staff, Board Members and 
volunteers should use social media within sensible daytime hours in order to maintain a 
safe boundary between work and personal life. 

 
8 Important Contact Details  
 
Emergencies Police/Ambulance 999 
 
Non-emergency  
 
local police    101 
 
Fife Child Protection  https://www.fife.gov.uk/kb/docs/articles/health-and-social-care2/help-for-
young-people/child-protection  
  
Social Work Contact Centre  03451 551503 (out of hours 03451 550099) 

 
Fife Adult Protection   https://www.fife.gov.uk/kb/docs/articles/health-and-social-care2/help-for-
adults-and-older-people/adult-support-and-protection   
 
Fife Adult Protection Line  01383 602200 
 
Fife Contemporary office  01334 474610 
 
Director   Kate Grenyer kate.grenyer@fcac.co.uk 

(w) 01334 474610    (m) 07870 623 332* 
 

https://www.fife.gov.uk/kb/docs/articles/health-and-social-care2/help-for-young-people/child-protection
https://www.fife.gov.uk/kb/docs/articles/health-and-social-care2/help-for-young-people/child-protection
https://www.fife.gov.uk/kb/docs/articles/health-and-social-care2/help-for-adults-and-older-people/adult-support-and-protection
https://www.fife.gov.uk/kb/docs/articles/health-and-social-care2/help-for-adults-and-older-people/adult-support-and-protection
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Chair    Wesley Rennison    avg1@st-and.ac.uk 
    (w) n/a     (m) 07787 150 106* 
 
Full contact details available in undedited copy of this document available on request.  
This policy should be read alongside Fife Contemporary’s policies on: Health & Safety; IT, Computer & Data 
Protection; Education; Equal Opportunities and associated EDI Plan. 
 

9 Review 
This revised policy comes into force in September 2022 and will be reviewed by the Board annually and 
updated if needed.   
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Child & Vulnerable Adult Protection Policy 
Appendix 1. 
Code of Good Practice when working with Children & Vulnerable Adults 
 
When working with and delivering activities for children, young people & vulnerable adults Fife 
Contemporary staff will: 
1. Treat children, young people & vulnerable adults as individuals, with respect and fairly. 
2. Encourage children, young people & vulnerable adults to respect and care for others. 
3. At all times, allow children, young people & vulnerable adults to express their views. 
4. Provide an example of behaviour and conduct they wish others to follow and encourage participants to 
point out attitudes and behaviours they do not like. 
5. Take action to stop any inappropriate verbal or physical behaviour. 
6. Be aware that others might misinterpret our actions even if they are well intentioned. 
7. Where possible, plan activities that involve more than one adult being present, or 
ensure that other adults are at least within sight or hearing wherever possible. 
8. Have a protocol for the collection of children, young people & vulnerable adults at the end of activities 
which is readily available to parents, guardians or carers. 
9. Provide time for children, young people & vulnerable adults to talk to them, be available to listen to their 
concerns and refer them to other sources of support where appropriate. 
10. Respect a child, young person or vulnerable adult’s right to personal privacy. 
11. Remember that some issues are confidential. 
12. Report and record any concerns or disclosures of abuse and harm. 
13. Only share concerns or disclosures with and seek support from those identified in Fife Contemporary’s 
Child & Vulnerable Adult Protection Policy. 
 
When working with and delivering activities for children, young people & vulnerable adults Fife 
Contemporary staff will not: 
1. Permit abusive behaviour to anyone. 
2. Have inappropriate physical or verbal contact with vulnerable adults, young people and children. 
3. Demonstrate favouritism. 
4. Jump to conclusions about others without checking facts. 
5. Dismiss any comments made by a vulnerable adult, young person or child that might be cause for 
concern. 
6. Be judgemental in anyway. 
7. Exaggerate or trivialise any abuse or harm issues. 
8. Investigate any concerns or allegations about abuse or harm. 
9. Promise the child, young person or vulnerable adult that they will not tell anyone what they have told 
them. 
10. Speak to anyone else about concerns or issues, other than those identified in Fife Contemporary’s Child 
& Vulnerable Adult Protection Policy 
11. Deliberately place themselves or others in potentially compromising or harmful situations. 
12. Believe it could never happen to them. 
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Child & Vulnerable Adult Protection Policy 
Appendix 2. 
Code of Good Practice when Planning and Delivering Activity 
 
When planning activity for children, young people & vulnerable adults at Fife Contemporary activities, 
staff will: 
1. Ensure the activity is in their best interest. 
2. Ensure staff are appropriately recruited, trained and suitable for the work. 
3. Make staff, Board Members, volunteers and temporary / sessional staff aware of this and other relevant 
policies. 
4. Set out expected behaviours from staff, Board Members and volunteers based on the needs of the 
participants and 
the activity. 
5. Ensure staff, Board Members and volunteers use the right language and communication style age 
appropriate to the participants. 
6. Ensure staff, Board Members and volunteers deliver acceptable and age appropriate material, with no 
content of a sexual nature for under 16s. 
7. Avoid overworking participants in activities. 
8. Ensure staff conduct a risk assessment. 
9. Ensure there is another adult present on the premises at all times for any one-to-one 
activity. 
10. Consider any sensitivities or particular issues relevant to the participants and how 
they should be addressed and managed in advance of the activity. 
11. Provide opportunities for them to be involved in planning and decision making of 
activity so that it is relevant to them. 
 

When delivering activity for children, young people & vulnerable adults at Fife Contemporary activities, 
staff will: 
1. Make sure the rules are clearly set out for all participants at the beginning of the activity, outlining 
appropriate and inappropriate behaviour, and that bad behaviour, including bullying, will not be tolerated 
and could lead to a participant’s exclusion. 
2. Never, under any circumstances, use any form of physical punishment, as this is unacceptable, illegal and 
will result in disciplinary action. 
3. Ensure there are at least one adult for every 7 children and young people aged 4-12 and one adult for 
every 10 children aged 13-18, and always two adults in case of an emergency, one of which must be first 
aid trained. 
4. Manage a current and active register of every participant supported by records of relevant medical 
details and emergency contacts. 
5. Be aware of particular sensitivities (e.g. religion, race, culture) of a group of participants and consider 
how to address any issues that may arise, promoting tolerance, acceptance and positivity at all times. 
6. Be mindful of physical contact. Physical activity that is illegal, considered rough or sexually stimulating, or 
with the potential to become so, should always be avoided. Any physical contact required during activities 
should be appropriate and relevant to teaching creative activities to participants, related to their needs, 
age appropriate and initiated by them. 

7. Ensure Fife Contemporary’s complaints procedure is made clear to participating children, young people 
& vulnerable adults and their parents, guardians or carers. 
8. Ensure children and young people under the age of 16 seek permission before accessing the internet on 
Fife Contemporary computers and devices and their parents, guardians or carers’ consent has been given. 

9. Ensure written permission is granted from the parents, guardians and carers of children, young people 
& vulnerable adults before photos are taken, and consent given for use of the photos for the purposes of 

promoting Fife Contemporary and its activities. 
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Child & Vulnerable Adult Protection Policy 
Appendix 3 
Protecting Vulnerable Groups: Fife Contemporary Freelance Practitioners and Volunteers  
 
Please use the following steps to help make decisions and report concerns about a child, young 
person or vulnerable adult you are in contact with when you are working for Fife Contemporary. 
We recommend that you familiarise yourself with this document before you start working with 
vulnerable groups.  
 
If you feel that that a child, young person or vulnerable adult you are working with is being abused, is 
experiencing inappropriate behaviour, or is at risk: 

 
Receive support from Fife Contemporary 
 

• As soon as possible contact the member of the core staff at Fife Contemporary who is your usual 
contact, to discuss the situation. 

• If they are not available you can contact the Director of Fife Contemporary to discuss the situation. 
 
Make a report of your concerns 
 
• As soon as possible after your concerns have been raised, record details on an Incident Report Form, 

sign it and give a copy to the member of Fife Contemporary core staff who is your usual contact.  

• If that person is not available, give a copy of the report to the Director of Fife Contemporary.  

• If they are not available, give a copy of the report to the Chair of the Board. 
 
 
If you have been able to contact a member of core staff at Fife Contemporary:  
 

• If it is perceived that the child, young person or vulnerable adult is in immediate danger the 
member of Fife Contemporary staff receiving the report will contact the social work team or 
police.  

 

• If the matter is less urgent, the matter should be acknowledged, and a report filed as soon as 
appropriate. The member of Fife Contemporary core staff will discuss with the relevant members 
of staff at the partner institution, or a parent, carer or guardian if appropriate, at the next available 
opportunity.  

 
If you have not been able to contact a member of core staff at Fife Contemporary:   
 

• If you feel that the child, young person or vulnerable adult is in immediate danger you can 
contact the social work team or police.  

 

• If the matter is not urgent, report it to a member of Fife Contemporary staff as listed above as soon 
as possible. They will discuss with the relevant members of staff at the partner institution, or a 
parent, carer or guardian, if appropriate, at the next available opportunity.  
 

• Please write down notes on your remembrance of the incident as soon as possible in the event that 
an Incident Report Form may be asked for.  
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If a child, young person or vulnerable adult discloses to you that they are being abused or 
experiencing inappropriate behaviour they should: 
 

• Listen to the child, young person or vulnerable adult and ask questions that allow them to speak in 
their own words. 

• Remain neutral and calmly gather the facts, offering reassurance and support. 

• Establish the urgency of the matter. 

• Do not attempt to investigate the matter yourself. 

• Reassure them of their concern for their wellbeing and what course of action you will take. 

• Explain that you cannot keep the matter a secret and that you will speak to a relevant member of Fife 
Contemporary’s staff to get support. 

• Follow the steps on reporting the situation for Fife Contemporary starting at Receive support from Fife 
Contemporary on pg. 1.  
 

If the report concerns abuse by a member of Fife Contemporary staff, this must be reported to either the 
Director or the Chair of the Board immediately. If the report concerns abuse by either the Director or 
Chair of the Board then it should be made to the other person. 
 
Contact Details 
 
Ensure the details on this form are filled in and correct at the time you start your project working with 
children, young people or vulnerable adults: 
 

Usual Fife Contemporary Contact: 
 
Name:  
 
 

Mobile Number: Other Number: Email: 

Fife Contemporary Director: 
 
Name:  
Kate Grenyer 

Mobile Number: 
07870 623 332 

Other Number: 
n/a 

Email: 
kate.grenyer@fcac.co.uk 

Fife Contemporary Chair: 
 
Name:  
Wesley Rennison 

Mobile Number: 
07787 150 106 

Other Number: 
n/a 

Email: 
wrennison@yahoo.co.uk 

 
Note: Contact details are issued in the full version of this document available on request and issued to 
employees and volunteers working with vulnerable groups.  
 
If you feel that the child, young person or vulnerable adult is in immediate danger you can contact the 
social work team or police: 
 
Fife Child Protection www.fifechildprotection.org.uk   
non-emergency call Police on 101 or Social Work Contact Centre 03451 551503 (out of hours 03451 
550099) 
 
Fife Adult Protection: www.fifedirect.org.uk/adultprotection  
Fife Adult Protection Line 01383 602200 
 
 

In an emergency call Police on 999 
 

http://www.fifechildprotection.org.uk/
http://www.fifedirect.org.uk/adultprotection
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Child & Vulnerable Adult Protection Policy 
Appendix 4 
Incident Report Form 
 
 
FIFE CONTEMPORARY EMPLOYEE / CONTRACTOR / TRUSTEE / VOLUNTEER  
First Name:    Surname:  
 
Role:  
 
 
CHILD / YOUNG PERSON / VULNERABLE ADULT 
First Name:     Surname:  
 
Gender:     Date of Birth:  
 
Address: 
  
Postcode:  
 
Parent / Guardian / Carer Name:  
Parent / Guardian / Carer Phone Number: 
 
If the child has an appointed ‘Named Person’ please provide details here: 
 
 
 
INCIDENT  
Activity:  
 
Date of the Incident:  
Time of Incident:  
Location of Incident:  
 
Details of what the child / young person / vulnerable adult said or did:  
 
 
 
 
Observations of the child / young person / vulnerable adult’s behaviour / body language / etc: 
 
 
 
 
Details of reason for concern, whether disclosed or suspected: 
 
 
 
 
Category of concern: 
Physical  
Neglect  
Emotional  
Sexual 
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Known information about the child /young person / vulnerable adult’s family (parents / guardians / carers / 
siblings, etc.): 
 
 
 
 
Details of observers / witnesses: 
 
 
 
 
ACTIONS TAKEN 
Please detail any actions taken: 
 
 
 
 
Does the child / young person / vulnerable adult know a referral is being made? 
Yes  
No 
If No, state reason: 
 
Does the parent / guardian /carer know a referral is being made? 
Yes  
No 
If No, state reason: 
 
 
 
 
SIGNED 
To be completed by the Fife Contemporary Employee / Contractor / Trustee / Volunteer 
Name: 
 
Role: 
 
Signature: 
 
 
Date Report Made: 
 
 
To be completed by the Fife Contemporary core staff contact/ Director/ Chair of Board: 
Name: 
 
Role: 
 
Signature: 
 
 
Date Report Received:  



  13 
 

Child & Vulnerable Adult Protection Policy 
Appendix 5 
Reporting, Recording and Managing Concerns or Disclosures made by Fife Contemporary staff, 
Board Members and volunteers about other members of Fife Contemporary staff, Board and 
volunteers 
 
Staff, Board Members or volunteers who have concerns that abuse or inappropriate behaviour by 
another member of staff, the Board or a volunteer may have taken place, or who has had a 
disclosure about another member of staff, the Board or volunteer made to them by a child, young 
person or vulnerable adult will: 
 

• Not attempt to investigate the matter themselves. 

• Immediately inform Fife Contemporary’s Director, or if they are unavailable the Chair of 
the Board. 

• As soon as possible, record details on an Incident Report Form (see Appendix 4), sign it and 
give a copy to the Director, or if they are unavailable the Chair of the Board.  

• Ensure that no child, young person or vulnerable adult is placed in a position that could 
lead to further compromise. 

• Staff, Board Members or volunteers about whom there are concerns or allegations should 
be treated fairly, honestly and should be provided with support throughout an 
investigative process as should others who may be involved. They should be helped to 
understand the concerns or allegations being expressed, the process being worked through 
and be clearly informed of the outcome of any investigations and the implications for 
disciplinary or related processes as set out in Fife Contemporary’s Staff Handbook. 

• The Director, or if they are unavailable the Chair of the Board, will assess the urgency of 
and act on the reported concern or disclosure (see Flowchart for Concerns and Disclosures 
in Appendix 3). 

• If staff, Board Members or volunteers have concerns about the inappropriate behaviour of 
the Director they should immediately inform the Chair of the Board, and vice versa. 
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Child & Vulnerable Adult Protection Policy 
Appendix 6 
Volunteer Scotland Disclosure Services Policy & Fife Contemporary 
 
Secure Handling, Use, Storage and Retention of Disclosure Information [For organisations registered with 
Volunteer Scotland Disclosure Services who are unable to meet the storage requirements of the Code of 
Practice] 
 
For the purpose of this policy, PVG Scheme Records, PVG Scheme Record Updates, Standard and Enhanced 
disclosures will be referred to as Disclosure Records. 
 
This policy is for Volunteer Scotland Disclosure Services enrolled organisations accessing Disclosure Records 
for the purpose of assessing individual’s suitability for paid and/or unpaid work. 
 
In accordance with the Scottish government Code of Practice, for registered persons and other recipients of 
disclosure information, Fife Contemporary will ensure the following practice. 
 
Disclosure records will only be requested when necessary and relevant to a particular post and the 
information provided on a disclosure record will only be used for recruitment purposes. 
 
Fife Contemporary will ensure that an individual’s consent is given before seeking a disclosure record, and 
will seek their consent before using disclosure information for any purpose other than recruitment. 
Furthermore, Fife Contemporary will ensure that all sensitive personal information that is collated for the 
purposes of obtaining a record will be managed confidentially at all times by those involved in the 
Disclosure process. 
 
Enhanced disclosure only – where non-conviction Disclosure information is provided to Fife Contemporary 
by a Chief Constable or Chief Officer of a relevant Police Force and not to the Disclosure Applicant 
concerned Fife Contemporary will not disclose the actual details of the Disclosure Information to the 
Disclosure Applicant but can inform them, if asked that additional information has been provided, should 
this information affect the recruitment decision, not actual details of the additional information or where it 
was resourced. 
 
Disclosure information accessed by Fife Contemporary will be retained and shredded by Volunteer Scotland 
Disclosure Services as per the requirements of the Code of Practice, in that the disclosure information will 
be destroyed immediately after it has been disclosed to the relevant person at Fife Contemporary. 
 
Fife Contemporary will ensure that all staff with access to Disclosure information are aware of this policy 
and have received relevant training and support. 
 
Note: 
Occasionally Volunteer Scotland sends a hard copy if they fail to reach the Countersignatory by phone. In 
this event the paper certificates are destroyed on receipt by the Countersignatory after the date of 
certificate issue/ PVG membership number is recorded. 
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Child & Vulnerable Adult Protection Policy 
Appendix 7 
Links to relevant Guidance and Contacts  
 
This policy has been drawn up on the basis of law and guidance that seeks to protect children and 
vulnerable adults: 
 
Creating Safety – Child protection Guidelines for Scotland’s Arts, Screen and Creative Industries, Creative 
Scotland (last updated 2019)  
https://www.creativescotland.com/resources/professional-resources/guidance-and-toolkits/creating-
safety 
The Children (Scotland) Act 1995 www.legislation.gov.uk/ukpga/1995/36/contents 
Human Rights Act (1998) www.legislation.gov.uk/ukpga/1998/42/contents  
The Protection of Children (Scotland) Act 2003 www.legislation.gov.uk/asp/2003/5/contents 
Scottish Government’s National guidance for Child Protection in Scotland 2014 
https://www.gov.scot/publications/national-guidance-child-protection-scotland/pages/14/ 
Sexual Offences Act (2003) www.legislation.gov.uk/ukpga/2003/42/contents  
Children’s Act (2004) http://www.legislation.gov.uk/ukpga/2004/31/pdfs/ukpga_20040031_en.pdf  
Safeguarding Vulnerable Groups Act 2006 www.legislation.gov.uk/ukpga/2006/47/contents  
Children and Young People (Scotland) Act 2014 www.legislation.gov.uk/asp/2014/8/contents/enacted 
The Protection for Vulnerable Groups (Scotland) Act 2007 www.legislation.gov.uk/asp/2007/14/contents  
The Children’s Hearings (Scotland) Act 2011 www.legislation.gov.uk/asp/2011/1/contents  
Protection of Freedoms Act 2012 http://www.legislation.gov.uk/ukpga/2012/9/contents/enacted  
Children and Families Act 2014 http://www.legislation.gov.uk/ukpga/2014/6/contents/enacted  
Data Protection Act (2018) https://www.legislation.gov.uk/ukpga/2018/12/contents/scotland 
The General Data Protection Regulation (2018) https://ico.org.uk/for-organisations/guide-to-the-general-
data-protection-regulation-gdpr/  
 
Special educational needs and disability (SEND) code of practice: 0 to 25 years (2014) 
www.gov.uk/government/publications/send-code-of-practice-0-to-25  
Scottish Government’s Getting it Right for Every Child https://www.gov.scot/policies/girfec/ 
United Nations Convention on the Rights of the Child (UNCRC) www.unicef.org/crc/ 
 
Children in Scotland www.childreninscotland.org.uk  
Care Information Scotland www.careinfoscotland.scot/  
Disclosure Scotland www.disclosurescotland.co.uk 
Volunteer Scotland (processing PVG for voluntary sector) www.volunteerscotland.org.uk  
Childline www.childline.org 0800 1111  
NSPCC www.nspcc.org.uk Helpline 0808 800 5000 
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