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This guidance has been created as a tool to help smooth running of clubs that are run under the 

name of a school. Parent councils and schools should work together to come to an agreement on 

who is responsible for each of the roles and requirements. This guidance aims to create clarity on the 

expectations of running a club under the name of a school. Schools should share this guidance with 

any new Parent Council chairs.  

Through this document you will see reference made to Connect. Connect is Scotland’s only 

independent organisation and charity for parents and carers with children in Scottish schools and 

early years education. Orkney Islands Council pays annually for all parent councils to be members of 

Connect. Some of the benefits Connect membership are advice and support from the connect team, 

free live online information sessions, useful leaflets and resources, a members only section of the 

website and membership-linked insurance. 

 

Insurance: Parent Council  

Orkney Islands Council pays an annual membership fee to Connect which covers insurance for all 

clubs run under the school’s name and any events held by the Parent Council. Connect have a 

membership pack that Parent Council chairs can access and download, this includes the insurance 

documents from Zurich insurance. New chairs must register as the key contact for their Parent 

Council. When the chair of a Parent Council has registered as key contact, they must send 

confirmation of this to the Education Department at OIC. They can email Heather Manson 

heather.manson@orkney.gov.uk 

 

Protecting Vulnerable Groups (PVG) – Parent Council and school 

All coaches and/or volunteers should be registered under the PVG scheme to ensure that people 

who are barred from working with children or vulnerable adults don’t have the opportunity to do so. 

This could be done by the Parent Council or the school. The party that ensures the PVG checks are 

carried out should share these with the other party.  Parent Councils and schools should come to an 

agreement on how and where the PVG certificates are stored. 

There are two ways PVG checks can be competed:  

1. Through OIC. Either the Parent Council or the school can apply to OIC for any new 

volunteers. This will cost approximately £59 to join the scheme, £18 if you are having a check 

for a new role but you are already on the scheme, and £25 if it is volunteer basic based for 

first time.  

2. By enrolling your parent council with Volunteer Scotland. This would require a Parent Council 

member agreeing to become the PVG countersigning checking officer/safeguarding officer 

which means they would apply for all the PVG checks for anyone unpaid and can all be done 

online. This option is free but cannot be done by schools/OIC.  

 

 

 

 

 

 

https://connect.scot/
https://connect.scot/resources
https://www.volunteerscotland.net/disclosure-services/enrol-your-organisation


 

 

  

 

Child Protection – School and Parent Council 

Schools should share with the Parent Council the OIC child protection policy. Head Teachers should 

carry out a Child Protection briefing at the first Parent Council meeting of each school year. Parent 

Councils or schools should ensure that their coaches/volunteers are made aware of and read the 

policy. Schools and Parent Councils should work together to create a child protection 

policy/procedure for their clubs run under the school’s name. This could include a log to keep track 

of which volunteers have read the policy/procedure. 

Disclosures made to coaches/volunteers must be passed on to the Head Teacher or other senior 

management member at the first available opportunity. Schools should provide an out of hours 

number for this purpose should a club be run in the evening. Coaches/volunteers can contact the 

duty social worker themselves on 873535 between the hours of 9am and 5pm, or the emergency 

social worker by contacting the Balfour hospital switchboard on 888000 out with these hours. 

Administration – Schools with Parent Councils  

Schools can send out any correspondence to parents/carers in relation to the clubs run under the 

school’s name. Schools should work in partnership with the parent council to ensure the correct 

information is sent out to parents/carers. Schools could send any correspondence to outside 

organisations or from outside organisations where necessary, e.g. Netball Orkney and Orkney 

Football. Schools can ask parents for permission to copy parental consent, emergency contact and 

medical information forms to be passed on to coaches and volunteers of the clubs to ensure the 

coaches/volunteers have the information they require. The school could send out a Microsoft Form 

asking for relevant information rather than copying the forms they hold in the school. The school 

could provide a register to the volunteers for the club they're running. It should be made clear to 

parents/carers that the head coach/volunteer will hold this information. 

Club related costs – School and Parent Council 

Each club run under the school’s name will incur different costs. The Parent Council and school 

should come to an agreement on how these costs will be met. They could look at previous annual 

costs if the club has been running for more than a year and use this as an approximate cost to run 

the club. This includes but is not limited to, hall hire, equipment and competition fees.  

 

 

 

 

 

 

 

 

 

 

 

https://www.orkney.gov.uk/Files/Education-and-Learning/Child-Protection-Practice-Guidelines.pdf


 

 

  

Frequently Asked Questions 

FAQ Answer 

How do I register with Connect? Register here: Register :: Connect, check the 
box 'the PC/PTA at my child's school is a 
member of Connect, followed by the local 
authority and then following drop down will list 
the schools to choose from. Then add a 
password and email address for log in. It isn't 
necessary to share log-in details as everyone 
can have their own log-in. 
 

How do I register as the key contact with 
Connect? 

Here is the link to the form: Parent Council/PTA 
Key Contact Form for Connect Membership  
Many groups use a general email address that 
they use for their group for this, but it isn't 
necessary. 
 

Is there any guidance specific to Parent Councils 
regarding PVG checks? 
 

Yes. Please see this guidance from Connect. 

We are considering registering with Volunteer 
Scotland, is there any guidance available? 

Please see guidance from Volunteer Scotland 
here.  
NB: There is a limit of 5 applicants per form 
submitted but no limit on the number of 
volunteers you can request checks for through 
Volunteer Scotland.  
 

How do we apply for a PVG check through OIC? The school needs to apply by contacting OIC 
HR.  
 

Do parent helpers need to be PVG checked? No. If there is a rota for parent helpers, they will 
not need to be PVG checked if the main 
coach/volunteer is PVG checked for the club. 
 

What does a PVG check do? The Protecting Vulnerable Groups (PVG) 
scheme is managed by Disclosure Scotland. It 
helps ensure people who are unsuitable to 
work with children and protected adults cannot 
do regulated work with these vulnerable 
groups. It does not stop all adults with a 
criminal conviction working with children, only 
those who have a conviction that means they 
can’t be allowed to work with children. This is 
the decision from the Disclosure Scotland not 
the local authority. 
 

How long does a PVG check last? At present a PVG check lasts a lifetime. 
However, From 1 April 2026, lifetime PVG 
scheme membership will end. It will be 
replaced with a time limited membership. PVG 
scheme membership will last 5 years before you 
need to renew it. 
 

https://www.connect.scot/register
https://www.connect.scot/resources/parent-councilpta-main-contact-update-form-connect-membership
https://www.connect.scot/resources/parent-councilpta-main-contact-update-form-connect-membership
https://connect.scot/application/files/5616/6316/7998/PVG_Pack_September_2022_FINAL.pdf
https://www.volunteerscotland.net/disclosure-services/application-processes
https://www.mygov.scot/organisations/disclosure-scotland
https://www.mygov.scot/pvg-scheme/types-of-work-covered-by-pvg


 

 

  

FAQ Answer 

We have an after-school club that has always 
been organised by the school, are the PC still 
responsible? 

In short, yes. The insurance is covered by the 
Parent Councils Connect membership. If school 
staff are running or helping at the club they are 
doing so as volunteers, not members of staff.  
 

What Risk Assessments are required to run 
clubs and events? 

Each club should have a risk assessment form 
completed for it. Please see examples below.  
Individual events may need risk assessments. 
Please see here for a guide to risk assessments 
from Connect. A downloadable Risk assessment 
template from Connect is available here (You 
will need to be logged into Connect to access)  
 

Who does the duty of care stand with? This is a shared responsibility between the 
school and the Parent Council.  The PC would 
generally hold the responsibility for ensuring 
the welfare and safety of the children.  This 
would include adhering to child protection laws, 
health and safety regulations, such as PVG.  The 
duty of care would extend to anyone in charge 
of the children during the clubs’ activities, 
including staff or volunteers. The connect-linked 
from Zurich will cover the activities. 

What happens if there is an accident at the 
activity or club? 

Accidents should be noted along with any first 
aid administered. Schools can provide copies of 
their first aid record keeping. Any serious 
accidents should be reported to both the 
parent council and the school. The school 
would then complete and submit the OIC 
accident/health and safety form.  
 

What happens if there is a complaint made 
against an after-school club? 

If a complaint comes in to a coach/volunteer we 
would recommend that they don’t respond. 
Instead, either pass the complaint on to the 
chair of the PC and the Head Teacher or suggest 
that the parent making the complaint contacts 
the School or Parent Council chair. The HT and 
PC chair can work together to come up with the 
best course of action following the OIC 
complaints procedure. 
If there is a complaint made against a coach 
then the complaint should go to the school, not 
the Parent Council and the school will decide 
the best course of action.  
 

The PC would like to organise a one-off event, 
not a regular club. Can you provide guidance on 
PVGs, Risk Assessments and child protection for 
this? 
 

Yes. Please see appendix 2 for examples of 
common events. 

 

 

https://connect.scot/application/files/1616/9044/7315/Simple_Guide_to_Risk_Assessment_FINAL_July_2023.pdf
https://connect.scot/resources/simple-guide-risk-assessment-parent-councils-and-ptas


 

 

  

Appendices 

Appendix 1 – Risk assessment examples 

a) Netball – from Active Schools Orkney 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

  

b) Football – From Active Schools Orkney 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

  

c) Example from Connect. Available to download here 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://connect.scot/resources/simple-guide-risk-assessment-parent-councils-and-ptas


 

 

  

Appendix 2 – Considerations for common Parent Council run events – planned in collaboration 

with Head Teacher/School 

School event organised by Parent Council, for example disco, bingo, quiz 
 

PVG checked 
Adults 

If Parents are being asked to stay you will not require any adults to be PVG 
checked. If parents are not required to stay you will need PVG checked adults 
to be present. It should be made clear on advertisement whether 
parents/carers are expected to stay. 
 

Risk 
Assessment 

There should be a risk assessment completed for the event. See Connect’s 
editable Risk Assessment. The school will be able to help with this. 
 

Outside vendor You can invite or contract an outside vendor in to provide a service, e.g. disco 
or activity provider. You should ask for a copy of their public liability insurance 
before the event.  
 

Child Protection If the event is organised by the Parent Council, the head teacher and the parent 
council should be clear on whether school staff are part of the event or not. If 
there is no member of staff present the Head Teacher should provide a contact 
number of a school staff member for the Parent Council should there be a child 
protection disclosure or incident that needs to be reported.  
 

 

Fundraising event organised by Parent Council, for example race night, pub quiz, colour run, art 
exhibition 
 

PVG checked 
Adults 

If Parents are being asked to stay you will not require any adults to be PVG 
checked. If parents are not required to stay you will need PVG checked adults 
to be present. It should be made clear on advertisement whether 
parents/carers are expected to stay. 
 

Risk 
Assessment 

There should be a risk assessment completed for the event. See Connect’s 
editable Risk Assessment. 

Outside 
vendor/venue 

You can invite an outside vendor in to provide a service, e.g. disco or activity 
provider. should ask for a copy of their public liability insurance before the 
event.  
Event organisers (your parent group) and the owners of venues hold 
responsibility for events.  Venue owners will have their own requirements and 
procedures which you must take on board e.g. fire procedures, cleaning up and 
locking up. This is very important.  

Child Protection As above if children and young people will be at the event. 

Connect 
Insurance 

Connect Member parent groups have Connect membership-linked insurance 
which includes cover for those organising events. However, you must carry out 
risk assessments using their templates and have the necessary procedures and 
arrangements in place to mitigate the risks you identify.   
The linked insurance covers for any event organised by the parent council, it 
does not need to take place on the school’s property. See the FAQ from Zurich 
in your connect Membership pack.  

 


