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This policy forms part of The Duke of Edinburgh’s Award’s (the DofE’s) commitment to 
safeguarding the welfare of young people engaged in DofE programmes.  It sets out the 
procedures for recruitment of both staff and volunteers working directly for the Charity, our 
expectations of adults and programme delivery partners, and the procedures to be followed in 
the event of a Child Protection issue arising.  It is understood that whilst the legal requirements 
apply only to children, the principles apply to all young people engaged with the DofE. 
 
 

Contents 
 
Policy Statement............................................................................................................................ 1 
1. Procedures for the recruitment and training of volunteers directly supported by the DofE .. 1 
2. Procedures for the recruitment and training of staff employed by the DofE ......................... 2 
3. Procedures for staff/volunteers in the event of a child protection issue arising ................... 3 
4. Procedures for Safeguarding Officers .................................................................................. 5 
5. Policy for supporting staff and direct volunteers in the event of an allegation being made 

against them ......................................................................................................................... 5 
6. A Safeguarding Code of Behaviour for everyone involved in DofE activities ....................... 6 
7. Operating Authorities, Approved Activity Providers and other delivery partners .................. 6 
8. Child Protection and electronic communications .................................................................. 7 
9. Implementation and review ................................................................................................... 8 
 

Appendix I: Child Protection Procedures ...................................................................................... 9 
Appendix II: Definitions ................................................................................................................ 10 
 

 
This document is of a policy nature only and does not form part  

of contractual terms of employment for staff members. 
It also forms guidelines for direct volunteers of the DofE. 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

1 

 
Policy Statement 
 
The Duke of Edinburgh’s Award accepts and promotes that in all matters concerning child 
protection, the welfare and protection of the child is the paramount consideration. 
 
It is the policy of The Duke of Edinburgh’s Award to ensure that the welfare of all young  
people regardless of gender, ethnic or national origin, sexual orientation, disability, religion  
or beliefs, race, age or personal characteristics who are involved in DofE activities are 
safeguarded by protecting them from physical, sexual and emotional harm. 
 
 

1. Procedures for the recruitment and training of 
volunteers directly supported by the DofE 

 
The DofE will follow the safer recruitment guidelines as outlined by the Department for 
Education, the Scottish Government and the Northern Ireland Assembly.  Volunteers who are 
considered to be operating directly under the DofE include Trustees, those serving on Advisory 
committees, honorary advisors, members of the DofE’s Expedition Assessor Networks and any 
individuals supporting Head Office, Country and Regional Offices’ training courses, residentials 
and events.  
 
As part of The Duke of Edinburgh's Award recruitment procedures, all adult volunteers based 
primarily in England and Wales who will be undertaking regulated activity defined under the 
Protection of Freedoms Act 2012 will be required to undertake an Enhanced Disclosure and 
Barring Service (DBS) Check and Children’s Barred List Check. 
 
As part of The Duke of Edinburgh's Award recruitment procedures, all adult volunteers based 
primarily in Scotland who will be undertaking regulated activity defined under the Protection of 
Vulnerable Groups (Scotland) Act 2007 will be required to join the PVG scheme and allow DofE 
access to their scheme record. 
 
As part of The Duke of Edinburgh's Award recruitment procedures, all adult volunteers based 
primarily in Northern Ireland who will be undertaking regulated activity defined under the 
Protection of Children and Vulnerable Adults (Northern Ireland) Order 2003 will be required to 
undertake an enhanced Access NI disclosure. 
 
The Safeguarding Officer (please see section 3 for further details) will decide the type and level 
of check required in consultation with the volunteer’s named contact. 
 
The DofE will follow Government advice on re-checking disclosures, but reserves the right to 
ask any volunteer to undertake another disclosure at any time.   
 
All volunteers must also provide at least two references which must be taken up by the 
individual’s named contact prior to their starting.  Standard application forms and reference 
forms are available. 
 
No volunteer should directly supervise or have unaccompanied access to children through  
The Duke of Edinburgh’s Award or be given access to participant data (through eDofE or  
other on or offline means) until all of the necessary checks have been successfully completed 
and the volunteer’s named contact has been informed by the Safeguarding Officer or their 
nominee that the person is appropriate. 
 
Anyone convicted of an offence involving abuse or causing harm to any young person will be 
liable to instant removal from their volunteering duties and prohibited from operating directly for 
the Charity in any capacity.  Other convictions will be assessed on a case-by-case basis with 
reference to the DofE’s policy on The recruitment of ex-offenders. 
 
 



 

2 

 
 
 
The DofE will not engage any volunteer who is found to be on any list of people deemed 
unsuitable to work with children or vulnerable adults, as appropriate, held by the Disclosure and 
Barring Service. 
 
Upon appointment all direct volunteers must be provided with a copy of the DofE’s Safeguarding 
Code of Behaviour for adults and Procedures for staff and volunteers in the event of a child 
protection issue arising (see section 3 in this document).  The relevant information will be re-
circulated to all volunteers annually by their named contact. 
 

2. Procedures for the recruitment and training of staff 
employed by the DofE 

 
As part of The Duke of Edinburgh's Award recruitment procedures, all staff working primarily in 
England and Wales who will be undertaking regulated activity defined under the Protection of 
Freedoms Act 2012 will be required to undertake an Enhanced Disclosure and Barring Service 
(DBS) Check with Children’s Barred List Check. 
 
As part of The Duke of Edinburgh's Award recruitment procedures, all staff working primarily in 
Scotland who will be undertaking regulated activity defined under the Protection of Vulnerable 
Groups (Scotland) Act 2007 will be required to join the PVG scheme and allow DofE access to 
their scheme record. 
 
As part of The Duke of Edinburgh's Award recruitment procedures, all staff working primarily in 
Northern Ireland who will be undertaking regulated activity defined under the Protection of 
Children and Vulnerable Adults (Northern Ireland) Order 2003 will be required to undertake an 
enhanced Access NI disclosure. 
 
The decision on the type and level of check required for each staff role will be made by the  
Head of Human Resources in consultation with the Safeguarding Officer and confirmed  
with the UK Services Director where appropriate. 
 
The DofE will follow Government advice on re-checking disclosures but reserves the right to ask 
any member of staff to undertake another disclosure at any time. 
 
Recruitment information will include a statement that an enhanced disclosure (depending on 
country) check will be required where the role in question features regulated activity.  
Prospective employees must give their consent to any checks to be made at any time, but they 
will normally be made after a conditional offer of appointment. 
 
No member of staff should directly supervise or have unaccompanied access to children 
through The Duke of Edinburgh’s Award or be given access to participant data (through  
eDofE, or other on or offline means) until all of the necessary checks have been successfully 
completed.  The HR Department will inform a line manager of the results of  
a disclosure check upon receipt of the certificate. 
 
Employees undertaking work with children are required to disclose all convictions, cautions, 
reprimands or final warnings which would not be filtered in line with current DBS guidance. .  
Anyone convicted of an offence involving abuse or causing harm to any young person will be 
subject to the DofE’s Disciplinary Policy and Procedures and may be prohibited from operating 
directly for the Charity in any capacity.  Other convictions will be assessed on a case by case 
basis with reference to the DofE’s policy on The recruitment of ex-offenders. 
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The DofE will not employ anyone who is found to be on any list of people deemed  
unsuitable to work with children or vulnerable adults, as appropriate, held by the Disclosure and 
Barring Service. 
 
During the recruitment process all people on conditional offer will be asked to demonstrate  
that they: 
 
- Are eligible to work in the United Kingdom. 
- Can confirm their identity and residency. 
- Can identify and explain any gaps in their employment history. 
- Have an opportunity to confidentially confirm any criminal convictions they may have (see 

the DofE’s policy on The recruitment of ex-offenders). 
- Can confirm in writing that they do not have any convictions which would make them 

unsuitable for the role. 
- Provide names of at least two referees. 
 
At interview candidates will be asked questions to ascertain their attitudes towards young 
people and their suitability to work in a youth work setting.   
 
The HR Department must ensure that the references are taken up in writing to ensure that the 
candidate is suitable and acceptable for the role and for working with young people. 
 
All staff must sign The Duke of Edinburgh’s Award’s Deed of Confidentiality. 
 
All staff will be provided with a copy of the DofE’s Safeguarding Code of Behaviour for adults 
and Procedures for staff and volunteers in the event of a child protection issue arising upon 
appointment.  The information will be re-circulated to all staff annually by the Head of Human 
Resources. 
 
All existing, and new staff, must carry out on line safeguarding training.  For new staff this will 
form part of their induction programme.   
Where a DBS check is carried out for an employee, they will be required to complete the on line 
training once every year. 
 
 

3. Procedures for staff/volunteers in the event of a child 
protection issue arising 

 
All allegations/suspicions, whether or not the allegations are made against a member of DofE 
staff, direct agent, volunteer or an individual from a Licensed Organisation, are to be treated as 
strictly confidential and must be referred immediately and directly to the Safeguarding 
Officer at the DofE Head Office (During office hours call 01753 727400).   
 
The Safeguarding Officer for issues involving staff will be the Head of Human Resources and for 
volunteers, the Assistant Director, (Operations and Management Information).   The Director 
with overall responsible for safeguarding and child protection within the DofE is the UK Services 
Director.  Outside normal office hours the Safeguarding Officer can be contacted via the Duty 
Officer by calling 01753 727400. 
 
No investigation or questioning is to be undertaken as to do so might jeopardise any future 
enquiry.  All allegations/suspicions are to be referred no matter how insignificant they seem to 
be or when they occur.  They will be treated confidentially. 
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What happens if you suspect a young person you are working with is 
being abused? 
- Ensure that they are moved to a safe place away from immediate harm and that no situation 

arises which could cause any further concern.  At least one other person should be present. 
- Ensure the young person has access to an appropriate independent adult such as the Police 

or a social worker as soon as possible. 
- Immediately tell the Safeguarding Officer at the DofE Head Office or, if unavailable, your 

Regional/Country DofE Director or the Licensed Organisation. 
- Record the facts as you know them on the day of the incident including: 

- The nature of the allegations 
- A description of any injuries 
- The young person’s account 
- Witnesses, times, dates or other relevant information 
- The young person’s name, address and, where possible, information about a 

parent/guardian and give a copy to the Safeguarding Officer. 
- Do not investigate further, share confidential information with others or take any further 

action unless authorised to do so. 
- Try to ensure no-one is placed in a position which could cause further compromise. 
 
What happens if a young person discloses to you abuse by  
someone else? 
- Allow the young person to speak without interruption, accepting what is said. 
- Alleviate feelings of guilt and isolation, while passing no judgement. 
- Advise that you will try to offer support, but that you must pass on the information. 
- Same steps as 1-6 above as in suspecting a young person is being abused. 
 
What happens if you receive an allegation about any adult or  
about yourself? 
- Immediately tell the Safeguarding Officer, or if unavailable, your Regional/Country DofE 

Director or Licensed Organisation. 
- Record the facts as you know them on the day of the incident and give a copy to the 

Safeguarding Officer. 
 
If any information is received about any suspicious behaviour/circumstances it must be 
immediately passed to the Safeguarding Officer at Head Office and treated as strictly 
confidential.  This will be passed to the local Police Child Protection Unit or the local Social 
Services (Local Authority Designated Officer) as soon as it is practical to do so. 
 
In the case of the allegation being against a DofE Director or other member of staff, contact the 
Head of Human Resources at the DofE Head Office on 01753 727 402. 
 

You must refer – you must not investigate. 
 
In addition the NSPCC provides a free 24-hour Child Protection Helpline, staffed by experienced 
social work counsellors.  It provides confidential counselling, information and advice for those in 
England, Wales and Scotland.  The telephone number is 0808 800 5000.  If using this service, 
please state at the outset that you are an adult seeking advice and information so that your call 
can be directed to an appropriate person. 
 
In Northern Ireland, the NSPCC helpline number is 0203 188 3563 and can also be contacted 
24 hours a day.  
 
The definitions used by the DofE of what child abuse is, and how to recognise it, are found in 
Keeping Safe Appendix III, attached to this policy. 
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4. Procedures for Safeguarding Officers 
 
On receipt of information in writing, in person or by phone the Safeguarding Officer must contact 
the UK Services Director to agree the next step.   This is likely to involve contacting the local 
Police Child Protection Unit or the Social Services Department of the relevant local authority.   
 
To do so they should: 
- Ask for the Duty Officer and indicate that they wish to discuss a Child Protection matter. 
- Ask for and note the name of the person with whom they are speaking. 
- Discuss (no information is to be filtered or withheld). 
- Await advice. 
- State intent to advise relevant DofE Directors, other DofE staff where relevant and Licensed 

Organisation where appropriate. 
- Ask if anyone else should be informed. 
- Contact DofE Director(s) and Licensed Organisation and inform them of the situation and the 

advice given. 
- Ensure that the individual concerned is suspended from any DofE duties involving contact 

with young people until the situation has been resolved.  This is so the situation can be 
investigated and does not infer the allegations are substantiated.   
Please see Section 5 below. 

- Prepare a confidential file recording all notes, conversations and advice from Police/ 
Social Services. 

- Follow advice from the Police/Social Services.  Take no other action unless advised to do so 
by the Police/Social Services. 

 
 

5. Policy for supporting staff and direct volunteers in the 
event of an allegation being made against them 

 
Any allegation made against an individual may cause them to feel angry, upset, isolated and 
concerned.  The individual is likely to require a great deal of support.  Whilst the welfare and 
protection of the child is paramount, and the individual must be removed from activity involving 
young people during any investigation (including access to eDofE), this must not infer that the 
allegations against them are true.  Strict confidentiality must be maintained. 
 
The Head of Human Resources in consultation with the individual, their Director and their line 
manager (or named contact and Assistant Director, (Operations and Management Information)) 
should agree a plan to support the individual concerned.  This could involve personal support as 
well as providing access to independent counselling and advice. 
 
The individual may need further support when returning to their duties following the conclusion 
of any investigation.  A plan to achieve this should be agreed before the person returns to  
their duties. 
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6. A Safeguarding Code of Behaviour for everyone 
involved in DofE activities 

 
The DofE expects all those involved in DofE activities working with children and young people to 
behave in accordance with the Safeguarding Code of Behaviour for adults set out in a separate  
document.  They must also be familiar with the steps to be taken in the event of becoming 
aware of, suspecting or receiving allegations of abuse. 
 
For DofE staff and direct volunteers, failure to follow the guidance and code of behaviour will be 
considered a disciplinary matter and will be dealt with accordingly. 
 
 

7. Licensed Organisations, Approved Activity Providers 
and other delivery partners 

 
Licensed Organisations (LOs), Approved Activity Providers (AAPs) and other delivery partners 
working with children must have their own Safeguarding and Child Protection Policies and 
Procedures that must be followed.  These arrangements must be checked and confirmed by the 
relevant member of DofE staff when agreeing a new Licence and at any future licence reviews. 
 
The Operating Authority Licence states: 
 
3.5  Welfare of the Participants 

3.5.1 The Operating Authority shall adopt, and at all times implement and ensure the  
Staff adhere to, a Child Protection Policy that incorporates the checks set out at  
Clause 3.5.3, which complies with all applicable law and legislation and reflects  
good industry practice. 

3.5.2 The Operating Authority shall ensure that systems are in place to protect the 
health and safety of Participants and Staff and that these comply with all 
applicable law and legislation. 

3.4.3 The Operating Authority shall perform such checks on Staff as it deems 
appropriate following a risk assessment of the role of the individual concerned 
to ensure that those undertaking regulated activity, as defined under the 
Safeguarding Vulnerable Groups Act 2006, Protection of Vulnerable Adults 
(PVG)(Scotland) Act 2007 and Protection of Children and Vulnerable Adults 
(Northern Ireland) Order 2003 are not barred from doing so.  The Operating 
Authority shall carefully assess any adverse information received and take a 
reasonable decision on the basis of that assessment whether to allow such 
individuals to perform his or her role. 

3.5.4 If ASL or the Charity have concerns about the conduct or the ability of a 
member of staff to undertake his/her role they shall immediately in writing make 
their concerns known to the Operating Authority who will within reasonable time 
investigate those concerns and take appropriate action according to their 
policies and procedures and notify ASL of the actions. 

 
 
 
 
 
 
 
 



 

7 

 
 
 
The Approved Activity Providers Licence states: 
 
3.1.4 The Activity Provider shall perform such checks on Staff as it deems appropriate 

following a risk assessment of the role of the individual concerned to ensure that  
those undertaking regulated activity, as defined under the Safeguarding Vulnerable 
Groups Act 2006, are not barred from doing so. The Activity Provider shall carefully 
assess any adverse information received and take a reasonable decision on the basis 
of that assessment whether to allow such individuals to provide the Services, including 
the Training 

 
8.1 The Activity Provider hereby warrants, agrees and undertakes that: 

(h)  it shall maintain in place throughout the Term a child protection policy and 
ensure that all Staff are aware of and implement that policy. 

 
In addition, Operating Authorities and delivery partners are expected to: 
- Comply with any DofE requirements in relation to eDofE. 
- Notify the DofE Charity as soon as it is practical if a person with access to DofE data (eDofE 

or other on or offline means) is suspended, dismissed or leaves their role. 
- Remove an individual from DofE activity and access to eDofE if instructed to do so by the 

DofE Charity. 
 
Given the scope and breadth of DofE programmes, young people may undertake activities that 
are not directly managed or organised by a DofE group, centre or Operating Authority.  In such 
cases, parents and guardians of those under 18 are responsible for ensuring that the activity is 
safe and properly managed. 
 
 

8. Child protection and electronic communications 
 
The increasing use of electronic communications such as email, text and through eDofE 
provides opportunities for personal contact with young people which would not normally involve 
other people.   
 
It is the policy of the DofE that no adult should have access to participants’ data including 
personal information through eDofE, other electronic means or paper means until all of the 
necessary safeguarding checks have been successfully completed.   
 
For DofE staff this is the responsibility of the line manger and for DofE volunteers this is the 
responsibility of the named contact.  For LO or AAP staff and volunteers this is the responsibility 
of the LO or AAP.   
 
All adults involved with the DofE are expected to follow the Safeguarding Code of Behaviour for 
adults which includes: 
 
- Save all electronic communication with young people.  This should be for a period of at least 

six months or, if a safeguarding or child protection issue is involved, until such times as the 
issue has been fully resolved. 

- Not permit abusive youth peer activities (e.g. initiation ceremonies, ridiculing, bullying, 
cyberbullying, sexting, harassment, etc.). 

- Not have any inappropriate physical, verbal or electronic/online contact with others. 
- Not allow themselves to be drawn into reacting to inappropriate attention seeking behaviour. 
- Please refer to the document itself for full information. 
- All allegations of conduct contrary to the Safeguarding Code of Behaviour must be 

investigated and an action plan to deal with it agreed by the relevant DofE Manager or the 
DofE Charity. 
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There may be occasions when a young person submits evidence on eDofE or sends a message 
(either through eDofE, by text or email) that may be inappropriate.  On eDofE, Leaders can 
withdraw this evidence and discuss it with the young person concerned.  If this evidence or 
message raises safeguarding or bullying and harassment issues it should be kept and not 
withdrawn or deleted.  Adults must share it with a trusted colleague (for child protection issues 
this must be the Safeguarding Officer) and follow the relevant safeguarding or bullying and 
harassment policies and procedures of their organisation or LO.  The DofE will work with LOs if 
they need to suspend anyone from eDofE whilst the matter is being dealt with. 
 
Advice on keeping safe aimed at young people and Leaders is available through eDofE.  This 
includes the Safeguarding Code of Behaviour for adults, a code of conduct for DofE 
participants, and advice and links to useful websites on abuse, bulling & harassment, general 
and online safety. 
 
 

9. Implementation and review 
 
A copy of this policy and procedures document will be made available to all new DofE staff  
and direct volunteers as part of their induction.  All staff will be required to read this Policy 
annually and to confirm that they have received, read and understood it.  This will coincide with 
any annual on line training that is taking place. This is the responsibility of the Head of Human 
Resources. 
 
There will be an annual review to monitor the implementation of this Policy and make 
recommendations where appropriate.  This Policy will be reviewed and amended when 
necessary by the Assistant Director, (Operations and Management Information) and the Head of 
Human Resources in consultation with the UK Services Director.  The Head of Human 
Resources will alert all staff to any updates to this Policy and procedures document. 
 
Information regarding the DofE’s approach to safeguarding is available to all young people, staff 
and volunteers through the DofE’s website.  There is also a ‘keeping safe’ section of eDofE that 
directs young people to appropriate sources of support, advice and reporting mechanisms as 
well as details of the DofE’s approach to safeguarding. 
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Appendix I: Child Protection Procedures 
 
Summary for DofE Staff and Direct Volunteers 
Note: This summary is intended as an aide memoire.  All staff and direct volunteers 
should be familiar with the DofE’s Child Protection Policy & Procedures. 
 
The Duke of Edinburgh’s Award accepts and promotes that in all matters concerning child 
protection, the welfare and protection of the child is the paramount consideration. 
 
It is the policy of The Duke of Edinburgh’s Award to ensure that the welfare of all young people 
regardless of age, race, gender, ethnic or national origins, disability, sexual orientation or 
religion and beliefs involved in DofE activities are safeguarded by protecting them from physical, 
sexual and emotional harm. 
 
Abuse is any treatment that causes harm.  This can include physical or sexual or emotional 
abuse, also neglect and bullying. 
 
If any person discloses abuse to you, or you suspect a young person is being abused: 
 
Allow the person to speak  
without interruption 

  

   
Advise that you must pass on the 
information but will try to offer support 

  

   
Ensure no further situation arises and if 
appropriate provide access to an 
independent adult  

  

   
Record the facts including: 
- Informer’s name/details 
- Young person’s name, address of DofE 

centre and Licensed Organisation 
- Parent/guardian’s details 
- What happened 
- To whom 
- Where 
- When 
- What has happened since 

  

   
Immediately inform the Safeguarding 
Officer/Duty Officer at DofE Head Office.  
Tel: 01753 727400 

 Safeguarding Officer to contact: 
- UK Services Director 
- Police/Social Services 
- Relevant DofE Director(s) 
- Operating Authority 
- Staff as appropriate 

 
 

   
Keep information Strictly Confidential and 
await further instructions 

 Await advice from relevant authorities 
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Appendix II: Definitions 
 
Safeguarding: Preventative or precautionary planning against potential harm 

or damage to someone. 
 
Child Protection: The policy and procedures in place to protect and/or remove a 

child from harm or risk of harm. 
 
Abuse: Any treatment that causes harm. This can include physical or 

sexual or emotional abuse, also neglect, and bullying. 
 
Child protection issue: Where there is an issue raising a concern about harm or risk of 

harm to a child. 
 
Policy: A statement of principle, action or plan adopted by an 

organisation. 
 
Procedure: A method of carrying out the policy. 
 
Child: A child is defined in law as a person under the age of 18 years. 
 
Young person: A person aged between 14 and 25 years. 
 
Participant: A young person engaged in a DofE programme. 
 
Leader: A person supporting a young person whilst they are engaged  

in a DofE programme.  A participant undertaking a leadership 
role as part of their own programme would also be considered 
a Leader. 

 
 
 


