
 
 

 



 
 

Introduction 

All archery clubs have a variety of volunteers and staff who assist with the overall running of the 
Club.  

Whilst it is vital to keep the issues of wellbeing and protection in proportion, Scottish Archery 
would like every Club to adopt some basic procedures that will help safeguard all concerned. 

The Recruitment and Selection of Volunteers and Staff  

Abusers of children tend to gravitate to situations where little vetting or checking takes place. It 
is impossible to know who could abuse children. Therefore, it is important that all reasonable 
steps be taken to ensure unsuitable people are prevented from working with children. It is also 
important that standard procedures are used, whether people are paid or unpaid, part-time or 
full-time. For all volunteers / staff working within the Club who have regular contact with young 
people the following action demonstrates good practice.  For more information on this please 
see our Safe Recruitment Process Guidance Document, here. 

 

JustGo PVG Credential Checklist 

 
Stages 

 
Process 
 

 
Complete (Y/N) 

Stage 1 Club PVG Processing Agreement 
(Credential) 

 

Stage 2 Child Wellbeing & Protection Officer 
Agreement (Credential) 

 

Stage 3 Safe Recruitment Procedures (click here)  
Stage 4 Scottish Archery PVG Request (Credential)  
Stage 5  PVG Consent (Credential)  

 

Key Terms: 

*PVG – Protecting Vulnerable Groups Scheme 

*CWPO – Child Wellbeing & Protection Officer (sometimes referred to as Safeguarding 
Officer/Child Protection Officer/Welfare Officer) 

 

Contacts:  

Jacqui Dunlop – Safeguarding & Operations Manager – admin@scottisharchery.org.uk  

Euan Murray – Club & Coaching Development Officer – 
euan.murray@scottisharchery.org.uk  

 

https://www.scottisharchery.org.uk/_files/ugd/ad5083_35bf061c2549476cac0580c5c41e6006.pdf
https://www.scottisharchery.org.uk/_files/ugd/ad5083_35bf061c2549476cac0580c5c41e6006.pdf
mailto:admin@scottisharchery.org.uk
mailto:euan.murray@scottisharchery.org.uk


 
 

Stage 1: Upload Club Processing Agreement credential  

• Why: Sets out agreement between the club/area and Scottish Archery 
• Who: CWPO and Chairperson completes this stage 
• What: CWPO and Chairperson upload, read & sign above credential 
• How: See steps below 

 
1. Head to www.scottisharchery.org.uk  
2. On Homepage click JustGo Join/Login button (circled in red) 

 

 

 

 

 

 

 

 

 

 

 

3. You should now be able to see JustGo Homepage and use Log In section to sign into 
your account by inputting email and password and click Log In (blue button circled in 
red).  If you do not currently have an account or unsure of your login details just get in 
touch with euan.murray@scottisharchery.org.uk  

 

 

 

 

 

 

 

 

 

 

 

http://www.scottisharchery.org.uk/
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4. Once logged in, click ‘MENU’ button on top left of page (circled in red) 

 

 

 

 

 

 

 

 

 

 

 

5. Scroll down to the ‘My Club’ section and select ‘Club Profiles’ tile (circled in red) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

6. Once in the Club Profile you should see the image below.  If you have admin rights (e.g. 
Club Super Admin) for more than 1 club and wish to view another club, click on ‘Switch’ 
icon (circled in red) 

 

7. From here, click on ‘Credential’ tab (circled in red) 

 

8. Click on ‘+Add Credential’ button (circled in red)  

 



 
 

9. Click on ‘1. Club PVG Processing Agreement’ credential (highlighted in red).  If you are 
unable to find it, you can use the search bar 

 

10. From here, please read all the information which includes Suitability Decision 
Agreement, Safe Recruitment Process, Referrals, Contract Terms and Agreement (use 
scroll bar to navigate).  Expiry aligns to membership year (1st October-30th September). 

 
 



 
 

11. In the Agreement section (circled in red) please complete the fields below with name of 
CWPO and Chairperson as well as ticking the ‘I agree’ statements, then click ‘Save’ at 
the top right of page (circled in red) 

 

12. From adding this credential the person who has uploaded the credential and Scottish 
Archery (SA) Admin (cc’d) should receive automatic email (please check spam/junk 
folders) 
 

13. You should see the ‘1. Club PVG Processing Agreement’ with the status ‘Pending 
Approval’ (highlighted in red)  

 

 



 
 

14. Our SA Admin will check and either approve or contact the person if there are any 
issues at all that prevents the club from progressing with the process 
 

15. CWPO/Chairperson will receive email confirmation of credential being approved and 
you are able to move on to Stage 2 

 

Stage 2: Upload Child Wellbeing & Protection Officer Agreement credential 

• Why: Ensure the CWPO is aware of their role and responsibilities and agreeing to adhere 
to safeguarding policies and procedures 

• Who: CWPO completes this stage 
• What: CWPO upload, read and sign above credential 
• How: See steps below 

 
 

1. If required, please follow steps 1-3  in Stage 1 to log back into JustGo 
2. Once logged in you should be able to see the page below.  If not click on ‘MY PROFILE’ 

at top of page (circled in red) 

 

 
 

3. Click on  ‘Profile’ (circled in red)  
 
 
 
 
 
 
 
 
 
 

 



 
 

 
4. Then click ‘Credentials’ (circled in red)  

 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

5. Next click ‘+Add Credentials’ button 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 



 
 

6. Click on ‘2. Child Wellbeing & Protection Officer Agreement’ credential (highlighted in 
red).  If you are unable to find it, you can use the search bar 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

7. From here, please read all the information which includes Agreement, Declaration and 
Training sections (use scroll bar to navigate).  Expiry aligns to membership year (1st 
October-30th September). 

 

 

 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 



 
 

8. In the last  section (circled in red) please complete the fields below with name of CWPO 
as well as ticking the ‘I agree’ statement, then click ‘Save’ at the top right of page 
(circled in red) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

9. From adding this credential the person who has uploaded the credential and Scottish 
Archery (SA) Admin (cc’d) should receive automatic email (please check spam/junk 
folders) 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

10. You should see the ‘2. Child Wellbeing & Protection Officer Agreement’ with the status 
‘Pending Approval’ (highlighted in red) 

 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 

 

 
 
 
 

11. Our SA Admin will check and either approve or contact the person if there are any 
issues at all that prevents the club from progressing with the process 
 

12. CWPO will receive email confirmation of credential being approved and you are able to 
move on to Stage 3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 

Stage 3: Club completes Safe Recruitment Procedures 

• Why: Ensure reasonable steps are taken to ensure unsuitable people are prevented 
from working with children through a recruitment process 

• Who: CWPO, Chairperson and Committee Members 
• What: CWPO, Chairperson and Committee Members completes recruitment process 
• How: See guidance below based on coaches/volunteers being new or already part of 

your club/area 
 
o NEW PERSON: Recommend using ‘Safe Recruitment Process Guidance Document’ 

 
o EXISTING PERSON: For a person already in an existing regulated role we would 

recommend a meeting between both parties to see if they meet the requirements to 
fulfil their role (feel free to use ‘Safe Recruitment Process Guidance Document’) 
 

o DECISION: Once a club/area has completed this and are happy they can then wish 
the person to continue/be appointed to the regulated role.  
 
From here you can proceed to Stage 4 of uploading the ‘3. Scottish Archery PVG 
Request’ credential 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 



 
 

Stage 4: Upload Scottish Archery PVG Request credential 

• Why: To conduct a PVG check for an individual for them to be considered for Regulated 
Work in your club/area. This should normally be completed by the club's Child Wellbeing 
& Protection Officer (CWPO) 

• Who: CWPO completes this stage with the PVG applicant (for CWPOs making a PVG 
Request, the ID Check section must be completed by an other member of the 
committee) 

• What: CWPO upload, read and sign above credential 
• How: See steps below 

 

1. If required, please follow steps 1-6  in Stage 1 to log back into JustGo and access Club 
Profile for your club 
 

2. From the Club Profile section, select ‘Club Members’ heading (circled in red) 

 

 

 

 

 

 

 

 

 

 

3. Find the person you are looking to request a PVG for (you can use search bar at top – 
circled in red) 

 

 

 

 

 

 

 

 

 



 
 

 

4. Click ‘View Profile’ icon (Person symbol – circled in red) 

 

 

 

 

 

 

 

 

 

 

 

 

5. Select ‘Credentials’ tab on left hand side (circled in red) 

 

 

 

 

 



 
 

 

6. Next click on ‘+Add Credentials’ button (circled in red) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Click on ‘3. Scottish Archery PVG Request’ credential (highlighted in red).  If you are 
unable to find it, you can use the search bar 

 

 

 

 



 
 

8. From here, please read all the information which includes PVG Request, Declaration 
and PVG ID Check (use scroll bar to navigate).  Expiry aligns to membership year (1st 
October-30th September) 

 
9. With the PVG applicant as CWPO, please complete the fields below including ticking 

the ‘I agree’ statement, then click ‘Save’ at the top right of page (circled in red) 
 

 



 
 

10. From adding this the credential who you have uploaded the credential for and Scottish 
Archery (SA) Admin (cc’d) should receive automatic email (please check spam/junk 
folders) 

 

13. You should see the ‘3. Scottish Archery PVG Request’ with the status ‘Pending Approval’ 
(highlighted in red) 
 

 
 

14. Our SA Admin will check and either approve or contact the person if there are any 
issues at all that prevents the club/area from progressing with the process 
 

15. The PVG applicant will receive email confirmation of credential being approved and 
they can then move on to the final stage, Stage 5 

 

 

 

 

 

 

 

 

 

 



 
 

Stage 5: Upload PVG Consent credential 

• Why: This credential allows an individual to grant consent to Scottish Archery to 
conduct a PVG check. The individual is agreeing to allow Scottish Archery and their 
club/area  to share the their PVG data (the information released by Disclosure Scotland 
about them) for the purposes of compliance, support, guidance and assistance in 
completing the suitability assessment in terms of the PVG legislation and to take any 
steps in connection with that assessment  

• Who: PVG Applicant completes this stage 
• What: PVG Applicant upload, read and sign above credential 
• How: See steps below 

 

1. If required, please revisit following: 
- Stage 1: Steps 1-6  to log back into JustGo and access Club Profile for your 

club 
- Stage 2: Steps 2-5 to access My Profile and upload credential section 

 
2. Click on ‘4. PVG Consent’ credential (highlighted in red).  If you are unable to find it, you 

can use the search bar 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 

3. From here, please read all the information as part of the PVG Consent (use scroll bar to 
navigate).  Expiry aligns to membership year (1st October-30th September) 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. In the last  section (circled in red) please complete the fields below with name of PVG 
applicant, name of club(s) as well as ticking the ‘I agree’ statement, then click ‘Save’ at 
the top right of page (circled in red) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

5. From adding this credential, the person who has uploaded the credential and Scottish 
Archery (SA) Admin (cc’d) should receive automatic email (please check spam/junk 
folders) 
 

6. You should see the ‘4. PVG Consent’ with the status ‘Pending Approval’ (highlighted in 
red) 

 

 

7. Our SA Admin will check and either approve or contact the person if there are any 
issues at all that prevents the person from progressing with the process 
 

8. The individual will receive email confirmation of credential being approved and that is 
all the necessary stages completed 

 

What happens now? 

Thanks for taking the time to complete this process – it is very much appreciated and supports Scottish Archery and 
Archery GB with ensuring the appropriate safeguarding procedures are in place 

Scottish Archery complete a PVG Request which involves completing an online form through the Disclosure Scotland 
portal using above information.   

The applicant should then receive an email (usually 7 days) to complete the PVG Scheme form (this needs to be 
completed within 14 days).   

Once the applicant has received their PVG from Disclosure Scotland, they must tick the box share the results 
with Scottish Archery.  They have 14 days to do this and if they do not do this the PVG application will need to be 
resubmitted. 

From here, we would recommend the CWPO to read pages 9-12 (The Suitability Decision Making Process) in the PVG 
and the ‘Suitability Decision Making Procedures’ as part of a Safer Recruitment process.  You can view this here. 

If you have any further questions or queries please contact Jacqui Dunlop, Safeguarding & Operations Officer at 
admin@scottisharchery.org.uk  

https://www.scottisharchery.org.uk/_files/ugd/ad5083_b8f56ac299314b569a42dd7350609a97.pdf
mailto:admin@scottisharchery.org.uk


 
 

 


