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Welfare of Vulnerable People
These notes should be interpreted and implemented in conjunction with the full BSAC Welfare
of Vulnerable People booklet.

The BSAC Welfare Policy reflects the need to promote awareness of the issues surrounding
the welfare of vulnerable people, especially those under the age of 18. It should also be noted
that as responsible members of society we have a duty to protect more vulnerable people
from harm wherever it occurs - this means that if someone in our care during BSAC activities
reports that possible abuse outside of those activities has occurred we should still do
everything in our power to help.

All sporting organisations are required to meet certain standards in having clear policies and
procedures implemented. As a responsible organisation, the BSAC have had a Policy in place
for some time and positive adoption of the concept enables all members the right of
protection from any form of bad practice, neglect, bullying and all forms of abuse.

In the future, grant funding to BSAC Branches may be conditional on having an up to date
Welfare Policy in place. To facilitate the process of maintaining eligibility for grant funding at
branch level, the BSAC has developed a model Welfare Policy that branches may adopt. This
will closely follow the national guidelines (see main policy document). 

As part of an ongoing strategy and under the guidelines of Sport Scotland and other agencies,
the BSAC is determined that it fulfils its commitment to protect children and vulnerable people
from harm.

Controlling access to children and vulnerable adults
Anyone may have the potential to abuse children or vulnerable adults in some way and it is
important that all reasonable steps are taken to prevent unsuitable people from working with
children and also vulnerable adults. The particular circumstances of individual cases need to
be taken into account, but the fundamental principle is that those in charge of activities
involving young people must take all reasonable steps to satisfy themselves as to the
suitability of those who will have significant contact with the children and vulnerable adults in
their care.

Good Practice and observation
This is the most reliable way to strive to ensure the safety of all vulnerable people within the
BSAC Branch environment. For Branches adopting good practice, following the guidelines of
the BSAC Welfare of Vulnerable People Policy, this will promote vigilance when inappropriate
behavior and early signs of potential problems can be spotted and dealt with.
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The Protection of Children (Scotland) Act 2003 
The Scottish Executive passed legislation in 2003 with the Protection of Children (Scotland)
Act 2003 and this Act officially came into force April 1st 2004. The Act aims to improve
safeguards for children by helping to prevent unsuitable people from having significant
contact with them. This applies to both paid staff and voluntary sectors - including all sports.
The Act provides for Scottish Ministers to maintain a list of persons that are unsuitable to have
significant contact with children and this will be known as the "Disqualified from Working with
Children List". 

For volunteer organisations (like the BSAC), the requirements of the Act will be enabled in
September 2004. 

How does this affect BSAC Branches in Scotland?
New IInstructors

From September 1st 2004, newly qualified instructors, that will have significant contact with
children, should apply for an Enhanced Disclosure. This process will examine Police
computers, criminal records and the "Disqualified from Working with Children List" held by
Scottish Ministers. 

Branch OOfficers nnew tto ppost

As well as instructors, after September 1st 2004, any Branch Officer that is involved in the
supervision and/or has significant contact with children should apply for a disclosure. 

The BSAC is registered with the Central Registered Body Scotland (CRBS) and Disclosure
Scotland, therefore all applications will be processed completely free of charge to BSAC
members.

It is important to emphasise that the absence of any relevant disclosure emerging from this
vetting process does not guarantee that the individual is safe to work with children or
vulnerable adults , so it should not be relied on excessively. It is only one of a number of factors
in the assessment of a person's suitability.

Obtaining a Disclosure
This is a straightforward and totally cconfidential process:

1 Application forms are available from BSAC HQ.

2 The applicant completes the Disclosure Application Form and a trusted person
(Chairman of the Branch) formally identifies them and sends it to BSAC Welfare Officer
for countersigning - in total confidence.

3 After countersigning, the Application Form is forwarded to the CRBS.

4 Various checks are made to examine if the applicant has a criminal record.

Welfare of Vulnerable People - Disclosure Procedures for Scottish Branches

4



5 A Disclosure revealing previous convictions (if any) is sent direct to the applicant. A copy
of the Disclosure is also sent to the Welfare Officer at BSAC HQ - in ttotal cconfidence.

6 Upon receipt of the member's Disclosure, the Welfare Officer at BSAC HQ just logs the
name of the applicant and the Disclosure reference number - then destroys the
information contained on the form by shredding.

No ddata iis kkept aand nno oone eelse ssees tthe iinformation.

7 If there are no convictions detailed of an inappropriate nature (child abuse and sex
crimes etc.), the Branch Chairman is sent a simple 'OK' letter.

The CRBS Disclosure Process:
1) The Branch should publicise the requirement for some members (as agreed) to request

Disclosures in all membership application information - this is to be certain that potential
members understand that they may be asked to request a Disclosure and at what point,
before they decide to apply for membership.

2) The individual member must apply for the Disclosure to be undertaken themselves via
the Branch Welfare Officer/Chairman - the correct forms will be provided to registered
branches. The CRBS will not accept applications for disclosure from any third party. The
completed application should then be passed to the Branch Welfare Officer or Chairman.
Currently (July 2004) there is no fee charged for the disclosure application. The applicant
should be reminded of the need to contact the BSAC Welfare Officer at HQ. Tel: 0151 350
6206 or e-mail welfare@bsac.com urgently if they discover inaccuracies in their
disclosure statement (this is to stall communication with the branch that may cause
embarrassment and/or confusion). The nature of the inaccuracy should not be
discussed with anyone at this stage.

3) The branch should accompany the member's Disclosure Application Form with their own
form (see appendix 2) for the BSAC to process the request (The BSAC will not process
requests from individuals without the endorsement of the Welfare Officer/Chairman of
the Branch). The Branch will only be allowed to ask the question:

"The aapplicant wwill hhave ssignificant ccontact wwith cchildren aand vvulnerable aadults. IIs tthere
anything iin tthis pperson's rrecord tthat mmay mmake tthem uunsuitable tto bbecome aa mmember

of tthe BBSAC?" 

No other correspondence will be entered into with the branch.

4) Once the BSAC Welfare Officer receives an application for a Disclosure that is correctly
endorsed, it will be countersigned and forwarded to the CRBS.

5) The CRBS sends a Disclosure Statement direct to the applicant - together with details of
how to challenge the contents if necessary. A copy of the Disclosure Statement will also
be sent to the BSAC Welfare Officer.

6) The BSAC Welfare Officer will pass the disclosure statement through a protocol
(developed with help from the NSPCC and the CRBS) that will generate a "Yes/No"
answer to the question asked by the branch. 
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a. If the answer is "No" (the applicant has nothing in their record to exclude them from BSAC
membership) this is communicated immediately to the Branch and the applicant is
'approved'.

b. If the answer is "Yes" (on the basis of their previous criminal record or investigations, the
member will be excluded from BSAC membership) then communication with the branch
is delayed by 7 days (to allow the applicant to receive the disclosure statement, challenge
its content and inform the BSAC Welfare Officer/Membership Services Team that a
challenge has been made).

If the BSAC receives notification that the content of a disclosure statement is to be
challenged, the BSAC Welfare Officer will contact the applicant direct and introduce
themselves as such. HQ should also remind the applicant that the branch has no
knowledge of the content of the disclosure statement.

Branches should note that a delay does not imply anything:

- Disclosures may take time to process

- The BSAC Welfare Officer may simply be on holiday

- The CRBS or Disclosure Scotland may be experiencing a seasonal rise in demand 
for checks that results in a delay

7) The serial number on the copy of the disclosure statement held by the BSAC Welfare
Officer will be recorded and the Disclosure document itself will be permanently destroyed
(by shredding). The BSAC will not receive copies of disclosure statements, nor will they be
kept on file, anywhere, for more than 30 days.

How to get a CRBS Disclosure:
Please ensure that  the applicant reads the explanatory notes very carefully before completing
the form. As requested on the forms, please use BLOCK CAPITALS and BLACK INK
THROUGHOUT. Where there are boxes marked on the form to show you where to write please
use only one letter or number per box and make sure not to write over the edges of the box.
Where relevant, leave an empty box between words but not between numbers or postcodes.

Always mark a cross [X] within the relevant boxes. Do NOT put ticks, or any other symbol in
these boxes. Please don't leave any question or entry unanswered (unless the applicant
genuinely does not possess the information requested).

We have marked part A1 to be 'Enhanced Disclosure'.

Completion by the Applicant
The applicant should ONLY complete parts B1-60, C1 and 2 and sign and date in part E1-3
of the application form, then arrange an appointment with the Branch Welfare Officer to
review identification documents.

Welfare of Vulnerable People - Disclosure Procedures for Scottish Branches

6



Identifying the Applicant by the Branch Welfare Officer
Welfare OOfficers - do not complete C3-25 on the Application Form (this is for the CRBS to do).

On the Cover Sheet envelope, complete parts F1-4 ONLY.

The Branch Welfare Officer should try to actually gain sight of as many of the documents listed
in part F4 as possible. It is NOT necessary to see EVERY document listed - but the more that
can be used to confirm identity the better. The Branch Welfare Officer should, however, require
sight of either a Passport or Photo Driving licence.

Before completing part F4, the Branch Welfare Officer should first check that the applicant
has completed the form correctly.

In particular, please check that:

· The present name & address, and date of birth they have provided in part B are
supported by the original documents shown to you directly as evidence of identity.

· The applicant has provided previous addresses covering the whole of the last ten (10)
years.

The AApplicant mmust nnot ssign oor ddate CC26 aand 227.

The form and Cover Sheet envelope should be returned to BSAC HQ for the Countersignatory
to complete.

Do nnot ccomplete pparts DD1-99. AAs vvolunteers, nno ppayment iis rrequired.

Once the Branch Welfare Officer has completed part F1-4, both the form and Cover Sheet
envelope should be forwarded to the BSAC Welfare Officer at BSAC Headquarters to
countersign before forwarding to the CRBS.

Branches aand aapplicants mmust nnot ssend tthese ddirectly tto tthe CCRBS - aapplications ccan oonly bbe
received aat tthe CCRBS ffrom aa rregistered bbody ((the BBSAC).

Please also accompany the application with the "Branch CRBS Application Request" (see
appendix 1).
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Appendixes

Appendix 1 - CRBS Disclosure Request Branch Covering Form
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Branch Disclosure Request Form Scot - Appendix 21 - 0405 

 
 
 

 
 
Return to: 
 
Welfare Officer 
The British Sub-Aqua Club 
Telford’s Quay 
South Pier Road 
Ellesmere Port 
Cheshire CH65 4FL 

 
 

CRBS Disclosure Request Form 
 

STRICTLY PRIVATE AND CONFIDENTIAL 
 
 
Applicant details: 
NAME:                                                                              BSAC MEMBERSHIP NO: 

ADDRESS: 

POST CODE:                                            TELEPHONE: 
 
Branch details: 
NAME OF BRANCH:                                                                 BRANCH NO: 

POSITION IN BRANCH (i.e. Chairman?): 

NATIONALLY QUALIFIED INSTRUCTOR         YES/NO          IF YES, Number:                         

 
I hereby request a CRBS Disclosure. My Application Form accompanies this request. 
 
I understand that when the Disclosure Application is returned to BSAC HQ for forwarding to 
the Central Registered Body Scotland and Disclosure Scotland, all personal details will be 
strictly guarded and handled only by an approved Countersignatory at BSAC HQ. 

 

APPLICANT’S 
SIGNATURE:                                                                        DATE: 

 
Request from Branch: “Is there anything in this member’s record that may make them 
unsuitable to act in a caring, training or supervisory role with children?” 
 
NAME:________________________ (BRANCH WELFARE OFFICER or CHAIRMAN) 
 
SIGNATURE: ______________________________________  DATE: __________________

 

The British Sub-Aqua Club

BSAC 
MEMBERSHIP 
NO: __________




