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Description automatically generated]Creating a warmer welcome for everyone (an interim process)
Whist we wait for the new digital tool, the following interim process shall be used by the Group Scout Leader (GSL) when a new adult volunteer joins their Group.  The GSL may designate some parts of this process to a person in the Group Leadership Team, however the GSL hold overall responsibility for compliance with appointment process.
The appointment process for an adult volunteer in Scouts is required to follow the NSPCC Safer Recruitment Guidelines, which has the following four mandatory elements.
1. Process of providing at least two references as a new volunteer.
2. A disclosure check is to be carried out.
3. A CE check to be completed. (Carried out my HQ)
4. A minimum of two people having a conversation around suitability and safety for the role with the new volunteer
Refer to The Roles Table in Chapter 16 of POR for the appointment requirements and learning / training modules that need to be completed for each role/task.
Process to collect adult information:
· Group to provide the new volunteer with the Adult Information Form.
· New volunteer to complete the form and return to the Group Leadership team.
· The designated person in the Group Leadership Team is to add the new volunteer to Compass and inform the District Commissioner (DC).
Disclosure check process:
· Option 1 Group uses the ID Checking Form so that a section leader can verify the new volunteers original identification required to carry out the disclosure check.
· Option 2 Designated person in the Group Leadership Team meets the new volunteer to see original identification required to carry out the disclosure check.
· The designated person in the Group Leadership Team to process the disclosure check on Atlantic Data system.
· The new volunteer to verify their information on the Atlantic Data system.
· If the disclosure check is positive, the volunteer’s Compass record will be automatically updated.
Note, you only have one week from the date the new volunteer’s role is added to Compass until you must have submitted the disclosure check on the Atlantic Data system.
The process for references and welcome conversation for the appointment of a Board of Trustees / Group Executive member (trustee) is the responsibility if the Group Secretary.  However, the ‘getting started learning’ requirement provided as part of this document must be followed.
When an existing volunteer changes their roles/tasks the DC shall be informed by the GSL and an agreement made on what of following process is required.
The remaining part of the welcome process must be completed within five months of the new volunteer’s being added to Compass; however, it is recommended that it should be completed within five weeks.

Process for references:
· The designated person in the Group Leadership Team to provide the new volunteer with the Reference Form (RF)
· New volunteer to request two referees to complete the reference form.
· When completed the reference form shall send the GSL for review.
· If the referees reply positively, the GSL is satisfied* with the references received, the GSL shall update, or request the designated person in the Group Leadership Team to update the new volunteer’s Compass record.
* The GSL may wish to contact a referee to make sure they completed the form.
Welcome conversation process:
· The welcome conversation is to be between the new volunteer, the Group Scout Leader (GSL) and a District representative appointed by the DC.  Additional members of the section leadership team can join the conversation if desired.
· The chat should take place in the usual meeting place of the new volunteer.
· The chat should be informal, feel supportive and put the new volunteer at ease.
· Where possible an opportunity should be found to watch the new volunteer having a go at their role/tasks.
The ‘conversation guide’ provided as part of this document is to be followed to help deliver a warm welcome and an effective conversation.
Following the welcome conversation, the DC is to be informed by the GSL or District representative that they are both satisfied that the new volunteer clearly understands their role/tasks, is aware of the Getting Started learning that needs to be completed and knows where to get support.  The DC is to update the new volunteers Compass record.
Getting Started learning:
· To support new volunteers there are several modules that need to be completed within five-months from the date the new volunteer’s role is added to Compass.
· Completion of the mandatory ongoing learning modules Safeguarding and Safety must also be repeated every 3 years.
· As the Scout rules require that an adult with a valid first aid qualification must be present at every meeting / activity, it might be advisable for the new volunteer to attend the Scout First Response course or request that the new volunteer provides evidence of a course set by a regulated body, that covers the Scouts First Response criteria, recognition and length, they have attended that can be considered as a suitable alternative to a First Response certificate.  The Scouts recognises that some professions, by the nature of the job, will have a first aid element. If this is the case for the new volunteer, they can provide an up-to-date qualification certificate.
The ‘getting started learning’ requirement provided as part of this document must be followed.
The Local Training Administrator (LTA) Jan Jobson will support the new volunteer with competition of their ‘getting started learning’, however, the GSL has overall responsibility for insuring compliance for learning and training at their Group.
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Description automatically generated]Conversation Guide: 
	Lead
	Subject

	GSL
	Arrange for the conversation to take place at the usual meeting place of the new volunteer with a District representative and themselves.

	District rep
	When you first meet the new volunteer introduce yourself and thank them for choosing to volunteer with the Scouts.  If you don’t know already, ask the new volunteer to tell you the role/tasks they are going to volunteer with.
Explain that the purpose of the conversation is to meet the requirements of the appointment process and to answer any questions they have.

	GSL
	Lead an open conversation that ensures the volunteer is clear about the role/tasks they will be doing, and to get an understanding why they are volunteering and what they are hoping to get out of the opportunity.
Outline the support (in addition to learning and training) that will be available to the volunteer in their role/tasks.
Close by asking if they have any questions about their role/tasks?

	District rep
	Share information about how Scouting is organised and explain how their role fits within the structure of the organisation.
Explain the Getting Started learning requirement and any other training that is designed to help them with their role/tasks.
Close by asking them to confirm they know how to access the online learning and training, plus they think they might need, beyond what’s offered?

	GSL
	Discuss the Scouts values, promises and key policies of the Scouts and why they are important.  Seek confirmation that they agree to follow the values and key policies of the organisation and make the promise, if appropriate to their role. 
Talk through the 'Young People First (Yellow Card)' and discuss why it is important that they follow the yellow card in their volunteering role.  Seek confirmation that they agree to follow the code of behaviour set out in the yellow card.
Explain that the key policies and values of the organisation will be explored further, in the Getting Started online learning.

	District rep
	Check they understand what will happen after this conversation and what else they need to do (if it hasn’t been done already) to complete the appointment process:
· Receipt of two positive references.
· Positive disclosure check received from the DBS.
· Getting started learning completed.
Do they have any further questions? 

	GSL
	Make sure the volunteer feels supported and knows where to go for support and who to ask if they have a question or just need some help.

	District rep
	Thank them for everything they have done so far to get started as a Scouts volunteer!
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Description automatically generated]Getting Started learning requirements: 
To support new volunteers in their first five months of volunteering there are several modules that need to be completed.
The below modules (except Tools of the Role) can be completed as independent learning and validated by successfully completing the online assessment.
Whist we wait for the new digital tool, the new volunteer will need send a copy of the module certificate received at the end of the completed module to the LTA Jan Jobson.
	Modules
	The aim of this module is to provide……

	To be completed by all adult volunteers’ roles (except occasional helper)

	Essential Information
	all adults in Scouting with the essential information needed to get started in their role

	Safety
	all adults in Scouting with an understanding of safety practice and responsibilities as a member of Scouts, to keep everyone safe.

	Safeguarding
	all adults in Scouting with an understanding of safeguarding practice and responsibilities as a member of Scouts, to keep everyone safe

	GDPR
	all adults in Scouting with an understanding of what the General Data Protection Regulations (GDPR) means for them, their Scout Group, District and County and how to effectively align with it.

	Only to be completed by Trustee / Executive Committee members

	Trustee Introduction
	the Charity or managing Trustees with information on their legal responsibilities and current regulations.

	Only to be completed by Section Leaders / Assistant Section Leaders

	Tools for the Role (Section Leaders)
	the basic information on the individual’s role or area of responsibility and some practical help to get the individual started in the role.

	Only to be completed by Management and Supporters

	Tools for the Role (Managers and Supporters)
	key information about the individual’s role, areas of responsibility and where they can find further information and support.


Tools for the Role (Section Leaders) and Tools for the Role (Managers and Supporters) must be confirmed by the GSL and validated by a training adviser.
Refer to The Roles Table in Chapter 16 of POR for the additional learning / training modules that need to be completed for each role/task.  Details of many training courses that are available for the new volunteer to attend can be found on the Surrey Scouts training website.
For the reasons outlined on page 2 of this document, many roles/tasks would benefit from the new volunteer having a First Aid qualification.  This can be achieved by attending a Scout First Response course (Module 10A / 10B).  Contact the LTA Jan Jobson.
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