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INTRODUCTION 

The Protecting Vulnerable Groups (PVG) legislation covers all children and young people 
under the age of 18 years and protected adults and any organisation undertaking activities 
involving these groups must take account of the legal requirements for safeguarding 
individuals. 
 
Stromness Drama Club aims to ensure that all children and young people under the age of 
18 years and vulnerable adults are kept safe from harm while they are involved in drama 
productions and other associated activities organised by the club. 
 
In line with the recommendations of SCDA and Volunteer Scotland, it is the Club’s policy that 
all individuals carrying out the following roles must obtain a PVG scheme record: 

• Director 

• Choreographer 

• Musical Director 

• Stage Manager 

• Rehearsal Assistant 

• Wardrobe Assistant 

• Chaperone 

DUTIES OF THE CLUB 

1. The Club is responsible for a child from the moment they are handed into the care of 
the Club until they are handed back. Parents/guardians need to know at what point the 
Club takes over responsibility and when the Club’s responsibility ends.  

2. Parents/guardians must sign a consent form giving permission for their child to take 
part in Club activities, and covering other issues such as photography, video and 
medical needs. The current consent form can be found on the Club website under 
Documents: http://www.orkneycommunities.co.uk/stromnessdramaclub/library.asp 

3. The Club will have a nominated Child Protection Officer (CPO) for any production or 
activity and their name will be published alongside the names of those on the 
committee on the Club’s website. 

4. The name of the Club’s CPO, and how to contact them, will be displayed on posters in 
dressing rooms so that any concerns can be reported immediately. The Club will take 
appropriate steps to ensure that children and/or vulnerable adults, as well as Club 
members and any helpers, know who the Club’s CPO is.  

5. The Club’s policy on Child Protection/Protecting Vulnerable Groups will be advertised 
and made available to all Club members on the Club’s website. All appendices will also 
be available from the website as separate downloadable forms. All Club members 
involved in productions or other activities should also familiarise themselves with the 
Child Protection/PVG Code of Conduct (see section on page 4).  

  

http://www.orkneycommunities.co.uk/stromnessdramaclub/library.asp
http://www.orkneycommunities.co.uk/stromnessdramaclub/library.asp
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6. All adults involved with productions and other Club activities should be aware that they 
might have to modify their usual behaviour if they are not used to having children 
backstage with them. No drinking of alcohol or swearing in the dressing room, for 
example, and making appropriate arrangements for children to change.  

7. For each Club production or activity, a risk assessment will be carried out by the Club 
CPO or other appropriate person nominated to do so by the Producer or Production 
Team. Appendix 2 contains a Risk Assessment.  

8. The Club’s duty of care starts as soon as parents/guardians ‘hand over’ the young 
person to the Club. The Club remains in charge until the young person is returned to 
their parent or carer. You must think about all the possible hazards they might meet 
between those two points. 

9. The Club needs to decide which adults will be in any childcare role during the event to 
be able to distinguish between family and friends, and those who have been cleared to 
go into dressing rooms etc. 

10. All childcare provision in place for Club productions will also need to cover any related 
post-show event. The Club is still in charge if the young people have not been handed 
back to their parents/guardians. Think about alcohol and how it can change adults’ 
behaviour around children. 

11. The Club must ensure that all members and others involved in Club activities know 
what to do if someone makes a complaint, or there is an incident, and make sure that 
the CPO knows the procedure. 

ADMINISTRATION OF AN EVENT 

The Producer or Production Team must ensure that Club productions, events or activities 
adhere to the following good practice: 

• Carry out a risk assessment of the event and ensure that risk to young members 

under 18 years or vulnerable adults is minimised. 

• Ensure all members are aware of the designated CPO, to whom any allegations or 

incidents are reported. 

• Ensure that all event leaders are a member of the PVG Scheme. 

• Ensure that all event helpers and cast who are not members of the PVG Scheme 

are never alone with children at any time. 

• Ensure that all participants – parents, helpers, volunteers, and cast - are fully aware 

of their responsibilities under the law. 

• Ensure that sensible protection measures are in place, and suitably monitored, for 

any after show party. 

Appendix 1 contains an Event Checklist that should be completed for each production, event 
or activity. 
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CHILD PROTECTION/PVG CODE OF CONDUCT 

As an adult working with children and/or vulnerable adults as part of a Stromness Drama 
Club production or activity, you should: 

• Treat all young participants and vulnerable adults with respect. 

• Provide a good example of acceptable behaviour. 

• Plan activities which involve more than one person being present or ensure that 

other adults are within sight or hearing wherever possible.  

• Respect everyone’s right to personal privacy.  

• Be available to listen to the concerns of young participants and vulnerable adults, 

and to refer them to other sources of help where appropriate.  

• Encourage young participants and vulnerable adults to feel comfortable enough to 

point out attitudes and behaviour they do not like.  

• Show understanding when dealing with sensitive issues and recognise that caution 

is required when discussing such issues.  

• Be aware that even caring physical contact with a young participant or vulnerable 

adult may be misinterpreted. 

You should not: 

• Permit abusive behaviour such as bullying, taunting, or racist behaviour. 

• Have inappropriate physical or verbal contact with young participants or vulnerable 

adults. 

• Drink alcohol while in a childcare role or offer alcohol to under 18’s while in a 

childcare role. 

• Jump to conclusions about others without checking facts. 

• Allow yourself to be drawn into inappropriate attention-seeking behaviour such as 

crushes or tantrums. 

• Show favouritism to any individual. 

• Exaggerate or trivialise any abuse issues. 

• Make suggestive remarks or actions, even in jest. 

• Deliberately place yourself or others in a potentially compromising situation. 

• Believe that “it could never happen to me”. 

The well-being of all children and vulnerable adults is a matter for all adult members of the 
club. 
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ROLE OF THE CHILD PROTECTION OFFICER 

The Club CPO has responsibility for: 

• Overseeing the Club Child Protection/PVG Policy and procedures. 

• Raising awareness of the Club CPO role to parents/guardians, adults, and children 

involved in the club.  

• Raising awareness of the Child Protection/PVG Code of Conduct for working with 

children and protected adults to parents/guardians, adult members and children 

involved in the club. 

• Challenging behaviour which breaches the Child Protection/PVG Code of Conduct. 

• Advertising appropriate training for all adults working/volunteering with children or 

protected adults in the Club. 

• Reporting to the Cub Management Committee, as and when appropriate. 

• Responding appropriately to disclosures or concerns which relate to the well-being 

of a child or vulnerable adult. 

• Maintaining confidential records of reported cases and action taken. 

• Monitoring and reviewing the Club’s Child Protection/PVG Policy and procedures to 

ensure they remain current and fit for purpose. 

• Keeping abreast of developments in the field of child protection/PVG, including 

attending relevant training or events. 

• Signing up to receive regular updates from Volunteer Scotland to ensure they are 

informed of any updates or additions to requirements. 

• Establishing and maintain contact with local statutory agencies including the police 

and social services. 

• Where required liaising with the statutory agencies and ensuring they have access 

to all necessary information. 

  



 

Child Protection PVG Policy SDC 2022-02-22 6 

WHAT TO DO IF SOMETHING GOES WRONG 

If you have any reason to suspect that a child or vulnerable adult is at risk or is being 
abused: 

• Inform the CPO immediately of your concerns. 

• Make a written record of all details of the facts known to you and give a copy to the 

CPO. Wherever possible, use the form available for this purpose, which can be 

found in the production Director’s file. Appendix 3 contains the Incident/Disclosure 

form. 

• The CPO should then contact the local Children and Families Team for advice on 

how to proceed, if appropriate. 

If a child or vulnerable adult tells you about abuse by someone else: 

• Stay calm, do not be shocked, and try to act normally. 

• Allow the individual to speak freely, without interruption, but do not question them or 

attempt to investigate yourself. 

• Offer support and reassurance, assure them that you believe what they say. Explain 

that you cannot keep it a secret, and that you will speak to a designated person 

about it. 

• Report the matter as detailed above. 

DEFINITIONS AND REFERENCE 

PVG - The Protecting Vulnerable Groups Scheme covers all children and young people 
below 18 years of age, as well as vulnerable adults. 
 
Child - For the purposes of child protection, a person is considered a child up to the age of 
18. 
 
Vulnerable Adult – an adult who may be at risk of harm because they are affected by 
disability, mental disorder, or illness and may not be able to protect themselves against 
significant harm or serious exploitation.  
 
Child Protection Officer (CPO) – Each club should have a designated person who co-
ordinates all the child protection related procedures in the club.  
 
Lead Person - Volunteer Scotland require each club to appoint a Lead Person to be 
responsible for all PVG Scheme related activities. This may, but does not have to be, the 
same person as the CPO. 
 
Further reference:  
https://www.disclosurescotland.co.uk/disclosureinformation/pvgscheme.htm 
https://scda.org.uk/national-drama-advisor/pvg-child-protection/ 

  

https://www.disclosurescotland.co.uk/disclosureinformation/pvgscheme.htm
https://scda.org.uk/national-drama-advisor/pvg-child-protection/
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APPENDIX 1 

Child Protection/PVG - Event Checklist 

An event checklist should be completed for every production, event or activity organised by 
Stromness Drama Club. It will be completed by the Producer or Production Team and 
retained on file. 
 

Event  

Dates 
covered 

 

 

Signature  Date  

Name  

 

Action Person responsible Completed 
(initials and date) 

Child Protection/PVG Risk 
Assessment carried out 

  

Parental/Guardian Consent forms for 
all children and young people under 

18 years completed 
  

CPO nominated for the event   

CPO name and contact details 
shared with all involved in the event 

  

All Club members involved in the 
event reminded of the Child 

Protection/PVG Code of Conduct 
  

All Parental Consent forms reviewed 
by CPO, and a folder of relevant 

information given over to the 
Director/lead member of the 

production/event 
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APPENDIX 2 

Child Protection/PVG - Risk Assessment 

The Producer/Production Team must ensure that the named persons in the Risk Assessment have a copy of this document and are 
aware of their responsibilities. 
 

Event  

Dates 
covered 

 

 

Risk area What are the risks? 
How are the risks to be mitigated? 

(Mandatory) 

Person(s) 
responsible 

What extra controls 
could we consider? 
(Recommended) 

A young person may 

have a health or 
personal issue which 
could require 
assistance from an 
adult while involved in 
Club activities. 

Young participants may have 

medical or other health 
issues that could have an 
impact on their participation 
in drama club activities. 

Parents to be provided with information about 

the activity (including rehearsal times and 
schedules) and required to complete a 
Parental/guardian Consent form (including 
information on any current medical or other 
health issues that could have an impact on 
participation) and emergency contact. 

Producer or other 
delegated member of 
Production team. 
Name: 

 

The Director will be given a file containing an 

extract of relevant information from the 
Parental/guardian Consent forms, including 
emergency contact details. This will require to 
be available at all rehearsals and shows and 
kept in a secure location. 

Director or other 
delegated member of 
Production team/cast. 
Name: 

The Club needs to be 

clear about when it has 
taken over 
responsibility for a 
young person, as well 

A parent/guardian may think 

the young person has gone 
to a Club activity, but has not 
turned up, or has left the 
activity and not arrived home. 

Parents/guardians should receive regularly 

updated information about the rehearsal 
schedule, including start and finish times. 

 

Producer or other 

delegated member of 
Production team 
responsible, in 

In certain circumstances, 

a signing in (and out) 
book could be used. 
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Risk area What are the risks? 
How are the risks to be mitigated? 

(Mandatory) 

Person(s) 
responsible 

What extra controls 
could we consider? 
(Recommended) 

as when the 
responsibility has been 
handed back to the 
parent/guardian. 

Parents/guardians need to be informed about 

the ‘hand-over’ arrangements, before and 
after the rehearsals and shows, and any 
arrangements parents have made for a young 
person to return home at the end of an event, 
if not collected from the venue by 
parents/guardians. 

 

Young people should be discouraged from 
arriving too early. A “closing” procedure 
should be in place to ensure that all young 
people have left the premises safely. If a child 
has been left behind, or a parent/guardian 
fails to collect them, the emergency contact 
should be informed so that the situation can 
be reported and resolved. A lone adult should 
not escort the young person home without 
permission from a parent/guardian. 

consultation with the 
Director. 

Name: 

If very young children are 
involved in the activities, it 
may be appropriate to 
require the presence of a 
responsible adult at all 
times. 

During rehearsals and 
shows 

During rehearsals/activities, a 
young person or vulnerable 
adult could find they are in a 
position of being 
uncomfortable or unhappy 
from the inappropriate 
behaviour of other young 
people or adults. 

If there are adults who do need to be alone 
with children, they should always be a 
member of the PVG Scheme. 

 

If a member of the of the production team or 
adult cast member who is not PVG registered 
needs to work with young members of the 
cast, this should take place in the same room 
where a PVG registered member of the club 
is present. 

Director and all adult 
members of the club 
present, especially those 
who are PVG registered. 

 

All cast and crew reminded of the general 
Club expectation of behaviour of all members 
of staff, and in particular the Club’s Child 
Protection/PVG Code of Conduct (within the 
Child Protection/PVG Policy available on the 
website). 

Producer or other 
delegated member of 
Production team. 

Name: 
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Risk area What are the risks? 
How are the risks to be mitigated? 

(Mandatory) 

Person(s) 
responsible 

What extra controls 
could we consider? 
(Recommended) 

All cast and crew should be reminded of the 

procedures to be followed should they have a 
concern about inappropriate behaviour or are 
the recipient of a disclosure. 

 

All cast and crew should be aware of who the 
Club’s Child Protection Officer is, and how to 
contact them. 

Child Protection Officer. 

Name: 

In the dressing room 

 

Children may be required to 

change into costume, and 
adequate personal privacy 
needs to be provided. 

 

Due to limited available 
space, there may be the 
need for adults and children 
to share a dressing room. 

Where possible, costumes should not require 

children to undress in public areas but should 
cover their own clothes. 

 

Where children are required to undress, it is 
crucial that adults respect their rights to 
privacy and dignity and provide suitable 
changing facilities which are supervised. 

Dressing Room 

Supervisor. 

Name: 

Where possible, children 

should dress at home, 
and come to the venue in 
costume. 

 

When the dressing room 
involves a mixed cast, 
temporary screens can be 
erected, but must be 
appropriately supervised 
at all times when cast are 
changing. 

Mobile phones with cameras 
in areas where people are 
changing may create a 
privacy issue. 

All cast should be reminded of the need for 
respecting individual privacy, and that mobile 
phone cameras must not be used in the 
dressing room while cast are changing. 

There is a risk that family and 
friends, or others, may seek 
unnecessary access to the 
dressing room. 

These areas must be restricted to adults and 
children who have a legitimate right to be 
there. Very young children and those with 
special needs may need to be supported by 
their parents/guardians, but those adults must 
respect the privacy of other children in the 
area. 
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APPENDIX 3 

Child Protection/PVG - Incident/Disclosure Report Form 

* CONFIDENTIAL * 
 

Date, time and location 
of incident or disclosure 

 

Name of person(s) 
involved or making the 

disclosure 
 

Name and role of person 
completing form 

 

Details of what 
happened / disclosure of 

allegations  
(try and reflect language 
used where disclosure is 

made by a young person) 

 

What action was taken  

Who did you report to  

(to be completed by CPO) 
If no referral to statutory 
agencies, state reasons 

 

Signature  Date  

Signature of CPO  Date  

 
This form must be forwarded to the CPO as a matter of urgency and must be kept in a 
secure and safe place, where access is restricted and is in compliance with the Data 
Protection Act 2018. 


