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Making a Referral Policy 
Effective Date: September 2025

1. Purpose

The purpose of this policy is to outline when there is a duty to make a referral to Disclosure Scotland

2. Scope

This policy applies to all club officials, committee members, coaches, and run leaders who access, handle, or store disclosure information on behalf of the club.

3. Types of Conduct
The duty to refer exists when an individual in a regulated role is responsible for one of the following:
· harming a child or protected adult
· placing a child or protected adult at risk of harm
· inappropriate behaviour involving pornography
· inappropriate behaviour of a sexual nature involving a child or protected adult
· giving inappropriate medical treatment to a child or protected adult

4. Harm
‘Harm’ can include:    
· physical harm (including assault or inappropriate restraints)
· psychological/emotional harm (for example, placing a child/protected adults in a state of fear, alarm or distress)
· damage to property, rights or interests, such as theft, fraud, embezzlement or extortion
· attempts to harm
· trying to make others cause harm
· encouraging someone to self-harm

These lists are not exhaustive.  

Placing at ‘risk of harm’ is a wide ranging category but may include behaviour or incompetence that may cause someone to be harmed (even if unintentional and/or where harm does not actually occur).

The conduct does not need to have happened in the workplace. But it must be something the organisation becomes aware of, that then leads to one of the actions below.

5. When to refer to Disclosure Scotland

A referral to Disclosure Scotland about a person’s conduct only needs to be made if the behaviour meant that the employee or volunteer involved:
· was dismissed as a result
· would have been dismissed but left before they could be. For example, they resigned from the organisation immediately after the incident(s) or before a disciplinary process is complete, or when an individual’s probation or fixed term contract is not extended because of their conduct
· was transferred permanently away from work with children or protected adults. For example, being moved to another role in the organisation that does not involve a regulated role with those groups

The referral must be made within 3 months of the decision of St Cyrus Solos to either dismiss/permanently remove the individual from regulated work, or within 3 months of the date that the individual would have been permanently removed had they not left.    

The 3 month period to submit referrals to Disclosure Scotland is a legal requirement, regardless of any dismissal appeals or appeal periods etc. Even where an individual appeals against a decision to permanently remove from regulated work, the 3 month period begins on the date of the decision to either dismiss or permanently remove them from a regulated role.   

The type of conduct committed by the individual must be in relation to the group that the individual is in regulated role with, whether that regulated role is for St Cyrus Solos or another organisation. For example, if an individual is permanently removed from a position due to assaulting a child, but they are only in a regulated role with protected adults, it is not possible under current legislation for the organisation to refer that individual to Disclosure Scotland. 


6. How to refer an individual to Disclosure Scotland
An employer referral form is available on the Disclosure Scotland website. This asks for:
· proof of the person's identity 
· details of the type of regulated role they're employed to do
· the person's PVG scheme number, if they have one
· information on the harmful behaviour
· details and documentation of the employer's investigation and outcome

The referral should not identify any children or protected adults by name (for example, victims and witnesses). You should use a coded reference (e.g. child A, age 12).   

When the details have been filled in, email the form and any supporting documents to pvgreferrals@assured.systems.gov.scot, or print it out and post it to the address provided on the form.


7. Training and Awareness

· The safeguarding officer will ensure committee members and relevant volunteers are aware of:
· Their responsibilities under this policy.
· The importance of secure handling of sensitive information.
· Procedures for reporting safeguarding concerns.

8. Policy Review

This policy will be reviewed annually or when there are changes to relevant legislation or Disclosure Scotland requirements.  The review will be carried out by the Chairperson and Safeguarding Officer.

9. Approval

This policy was approved by the St Cyrus Solos Running Club Committee on:
Date: 12th September 2025
Signed (Chairperson):[image: ]
Signed (Safeguarding Officer): [image: ] 
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