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THE APPOINTMENT PROCESS 
FOR ADULT VOLUNTEERS IN SCOUTING 

 
 
The Scout Association (TSA) has introduced changes to the Appointments section 
of Policy, Organisation & Rules (POR) which took effect from January 2019, 
including changes to related forms needed in order to comply with the Data 
Protection Act, 2018 and GDPR. 
 
This Guidance Paper is produced and published by the Wilshire North District 
Appointments Advisor Committee on behalf of the District Executive Committee. 
 
This paper is intended for members of the District Executive, the Appointments 
Advisory Committee (AAC), Group Scout Leaders (GSLs) and other line managers in 
the Wiltshire North Scout District, and aims to provide a guide to the changes and 
the overall Appointments process for adult volunteers in Scouting. 
 
 
 

Appointment Advisory Committee Chair 
February 2019 
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1. THE APPOINTMENT PROCESS 
 
The Appointment process is to be used for anyone over 18 years of age who wishes 
to volunteer with the Scouts.  (Note, “the Scouts” is used to cover all sections of 
Scouting from Beavers, through Cub Scouts, all of Scouts, and Explorers.) 
 
It also applies to those becoming a member of the Scout Network to the extent that 
they must provide information for recording on Compass and depending on any 
additional roles taken up may be subject to further checks. Obtaining references 
and the subsequent elements in the process are not required for Scout Network, 
nor for Occasional Helper applicants, or for those volunteering for administrative 
support, committee or governance roles. 
 
The purpose of the Appointment process is to ensure that all those adults accepted 
as volunteers with the Scouts: 
 

a) are welcomed into the TSA 
b) are appropriate persons to volunteer  
c) are appropriate for the roles they are undertaking,  
d) know what support is available to them, and 
e) understand and accept the responsibilities of the roles and of membership 

of TSA 
 
The Appointment process seeks to provide TSA with essential assurance of 
appointing of appropriate people with relevant skills, knowledge and attitude, and 
of appropriate character and background who are aware of the commitment that 
they are making. 
 
Application of the Appointment process at every stage is important and must not be 
by-passed.  
 
Decisions taken at each stage have a bearing on the outcome; an adult holding a Full 
Appointment has a responsibility for delivering the benefits of Scouting to young 
people and in the process is permitted unsupervised access to them in accordance 
with TSA’s Child Protection Policy. 
 
 
  



 Page 4 of 13 

2. STAGES OF APPOINTMENT 
 
There are four key stages to the Appointment process: 

a) Induction 
b) Application 
c) Approval 
d) Appointment 
 

Appointments are also subject to a periodic Formal Review; see part 9 below. 
 
The Induction Process is the responsibility of the line manager (in most cases the 
GSL) recommending the applicant for Appointment. It begins as soon as an 
application is lodged, and continues until some time after the Appointment is made 
“Full”. 
 
Before a formal application is made the line manager must discuss the 
Appointment with the applicant, including agreement of the role description. 
 
The line manager must also at this time make the applicant aware of the: 

a) fundamentals of Scouting (POR Chapter 1) 
b) key policies of Scouting (POR Chapter 2) 
c) responsibilities and commitments of the Appointment (see Declarations page 

of Adult Information Form) 
d) Safeguarding Code of Behaviour (as per the “Yellow Card”)  
e) training obligations of the role,  
f) the support available, and  
g) the stages of the Appointments process. 
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3. APPLICATION 
 
The line manager is responsible for recommending the applicant for Appointment. 
 
Each new volunteer should make their Application for a role in Scouting by 
completing and signing the ADULT INFORMATION FORM (AIF) [January 2019, 
Version 4] and passing it to their line manager, who provides it to the GSL.  Where 
specified by the GSL an alternate method of collecting the information may be 
used, but the candidate must be prepared to agree the Declaration in the AIF. 
 
The GSL or their assistant/nominee (not the Appointments Secretary) is responsible 
for setting up the new individual on the Compass membership database and 
entering all relevant information. It is important that this is done carefully, 
accurately and in full, as the information may need to be referred to throughout the 
individual’s career in Scouting. It is particularly important that a correct email 
address is provided. 
 
 
 
 
 
 
Practice note 3.1:  The applicant’s referees’ details (name and email address) 
should be entered by the GSL, or nominee, on Compass via the 
Roles>Edit>Referees tabs. 
 
Please DO NOT enter a reply due date and DO NOT press the “Send email 
requesting references” button. Simply save, and exit.  
 
The Appointments Secretary will receive automatic notification from Compass of 
the creation of the new applicant, and will then go into Compass and activate the 
email for references. This ensures that reference replies come back to the 
Appointments Secretary, who can then advise the Appointments Panel in readiness 
for the next stage of the process. 
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4. THE APPROVAL AND APPOINTMENT PROCESS 
 
Once the applicant has been set up on Compass the Approval and Appointment 
Process commences.  
 
The elements of this are: 

a) Personal and Criminal records (DBS) enquiry 
b) Obtaining references 
c) Meeting with and recommendation for “Approval” by the Appointments Panel 
d) Confirmation of Approval of Appointment by the District Commissioner 
e) Completion of “Getting Started” training and progression to “Full” 

Appointment 
 
 
 
 
 
 
Practice note 4.1:  The elements can and should be undertaken in parallel with 
each other. They must ALL be completed within a MAXIMUM OF 5 MONTHS from 
the Role Start Date entered on Compass. 
 
If not completed within 5 months the application process may be terminated. 
 
Practice note 4.2:  As soon as relevant information from the AIF, or equivalent, has 
been used for setting up the applicant on Compass, including noting the referees’ 
details, and for entry of the applicant’s details on the Identity Checks form, IT MUST 
BE SECURELY DESTROYED. 
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5. PERSONAL AND CRIMINAL RECORDS ENQUIRY 
 
Every applicant for an adult role with the Scouts, including Scout Network members 
undertaking certain roles, Occasional Helpers, and most of those volunteering for 
administrative, support, committee and governance roles, requires a criminal 
records check through the Disclosure and Barring Service (DBS).  
 
For the avoidance of doubt a complete listing of roles requiring a DBS check is 
included in the POR Appointments Section, Table 2. 
 
TSA uses Atlantic Data to process all applications.   
 
Within 30 days of the Application, the line manager must initiate the Personal 
Enquiry/DBS check. The necessary personal and identity data should all be collated, 
with the applicant’s co-operation and participation, on the IDENTITY CHECKING FORM 
[Version 5, November 2018] and then entered on the Atlantic Data online system. 
 
Entry on the Atlantic Data system is done through the applicant’s personal record on 
Compass, via the tabs: Disclosures>Request Disclosure>Log In>Option1.  
 
A full guide to the process is set out in Compass. 
 
Compass automatically updates the applicant’s personal record when a DBS 
application has been made, and then to subsequently confirm DBS clearance. The 
Appointments Secretary is also notified of DBS clearance, signifying that the 
Appointments process can move forward. 
 
 
 
 
 
 
Practice note 5.1:  Under POR rules, no person aged 18 or over may be permitted to 
undertake any responsibilities or involvement unsupervised with young people within 
Scouting until Personal Enquiries/DBS checks have been completed. 
 
Practice note 5.2:  If a DBS check is not initiated within 30 days, or incomplete 
information is provided so that it cannot be processed, Compass will advise those 
concerned. If the issue remains unresolved the applicant’s Appointment process will 
be automatically suspended, and then cancelled altogether if still no action is taken. 
 
Practice note 5.3:  Once the required information has been entered into the Atlantic 
Data system THE IDENTITY CHECKING FORM MUST BE SECURELY DESTROYED. 
 
Practice note 5.4:  Should an applicant’s DBS raise any criminal records, the DC will 
be advised and agree next steps in accordance with the TSA prescribed process. 
 
  



 Page 8 of 13 

6. OBTAINING REFERENCES 
 
An essential part of securing assurance about an applicant’s skills, knowledge and 
attitude, and in particular their character and background, is the obtaining of 
independent References. 
 
Note, References from relatives or from any member of the leadership team in the 
applicant’s Scout Group will not normally be acceptable. However, see Practice 
notes below. 
 
References are normally requested by the Appointments Secretary through 
Compass, as described  above.  
 
If referee details are not available at the time of setting up the applicant on 
Compass, the line manager or the applicant should send referee details as soon as 
possible to the Appointments Secretary, who will request references by email using 
the new Reference Form [Version 3, January 2019]. 
 
Normally two weeks will be allowed for referees to respond, after which the 
Appointments Secretary will issue one reminder request.  If there is still no response 
the applicant will be asked to name one or more new referees, the line manager also 
being advised that this has become necessary, and the process repeats. 
 
References received will be noted by the Appointments Secretary for subsequent 
reporting to the Appointments Panel that is to meet with the applicant.   
 
 
 
 
 
 
Practice note 6.1:  If, at the outset of the application process, the applicant’s 
character and background are well known to the GSL and line manager then, at that 
point and in lieu of the obtaining of References the GSL may declare in writing to the 
Appointments Secretary that they are personally prepared to vouch for the 
applicant’s character and background as a suitable person for the role.   
 
Practice note 6.2:  This process may also be accepted by the Appointments Panel, at 
the Panel’s sole discretion, in lieu of one or more References, and /or when it has 
met with an applicant whose proposed referees and substitute referees have failed 
to respond, having been given due time and reminders to do so.  
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7. THE APPOINTMENTS PANEL 
 
As soon as is practicable in the process, the Appointments Secretary will arrange 
for applicant to meet with an Appointments Panel. 
 
As part of Induction, applicants should be requested to let their GSL and line 
manager know whenever possible in advance, and as a courtesy, that they are 
meeting the Panel.  
 
Meetings with the Panel are kept as informal as possible, consistent with achieving 
the appointment process purpose.  The Panel will usually consist of three members 
of the Appointments Advisory Committee (AAC), and potentially the Appointments 
Secretary. 
 
Uniforms are not required to be worn, refreshments are usually made available and 
applicants are invited to ask their own questions and introduce relevant subjects 
for discussion, as well as responding to the Panel’s question. 
 
Before each Panel and for each applicant, the Appointments Secretary will confirm to 
the Panel that the mandatory DBS clearance has been issued and will advise the 
Panel of the receipt and nature (ie Satisfactory, or Unsatisfactory) of References, or 
of the receipt of the alternative form of assurance from a GSL/line-manager as 
described in the preceding section. 
 
NB: The contents of DBS reports and of any References are not disclosed to the 
Panel and are not relevant to their deliberations.  
 
After the Panel meeting, the Appointments Secretary will advise the District 
Commissioner of its conclusions, ie that the applicant is either recommended or not 
recommended for formal Approval of their Appointment in Scouting. 
 
The Panel deliberations and recommendations are limited to the suitability of the 
candidate to perform the role within the requirements of the TSA and will not provide 
further comment on other matters. 
 
 
 
 
 
 
Practice note 7.1:  The applicant will be invited to attend a Panel meeting via the 
Wiltshire North Appointments Booking System. Applicants will receive an automated 
email from appointments@wiltshirenorthscouts.org.uk with a link to the booking 
system which will enable them to select a Panel date and location of their choosing.  
Once a Panel has been chosen this will be confirmed and reminders sent nearer the 
time.  Reminders will also be sent if an applicant has not chosen a date. 
 
Practice note 7.2:  There are certain roles and circumstances where the AAC may 
decide there is no need to meet with applicants and a Panel, upon consideration of 
the facts, will be prepared to recommend to the DC formal Approval of the proposed 
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Appointment. Such cases may include, for example, persons moving from a Leader to 
Assistant Leader role within the same Section; or an Explorer Scout Young Leader 
taking on a Section Assistant role at age 18; or a person who met with a Panel within 
the preceding 12 months for another comparable role; and other equivalent cases.  
 
Practice note 7.3:  Where neither References nor alternative assurances are 
completed when an applicant meets the Panel, the DC will hold the Panel’s 
recommendation in abeyance and will not progress the applicant’s Appointment until 
advised subsequently of their receipt. 
 
Practice note 7.4:  Once the Panel has been advised of receipt of satisfactory 
references, or assurances in lieu, ALL RELATED PAPER REFERENCE FORMS OR 
PRINTS FROM EMAILS MUST BE SECURELY DESTROYED OR DELETED. 
 
Practice note 7.5:  Should an applicant’s Reference(s) be raise any doubts as to the 
person’s suitability, the AAC Chair will be advised (if not already a member of the 
candidate’s appointment Panel) and they will consult with the DC to agree next 
steps. If a decision is taken not to appoint, this will be entered in Compass using the 
End Role Unsatisfactorily option and the relevant Reference form will be sent to the 
Vetting Team at TSA HQ in accordance with the TSA prescribed process. 
 
Practice note 7.6:  All and any notes that may have been made by Panellists during 
the Panel MUST BE SECURELY DESTROYED OR DELETED, once the recommendation 
had been made to the DC. 
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8. CONFIRMATION OF APPROVAL OF APPOINTMENT 
 
District practice is for the DC to personally update Compass with the outcome of the 
Panel meeting and to communicate with the applicant, as and when appropriate. 
 
Once Approval of Appointment is recorded on Compass the Appointment 
automatically moves from Pre-provisional to Provisional status – or, if all Getting 
Started training is already complete and validated, as recorded on Compass, will 
move direct to Full status. 
 
 
 
 
 
 
Practice note 8.1:  The applicant’s meeting with and recommendation for “Approval” 
by the AAC Panel, confirmation of Approval by the DC, completion of “Getting Started” 
training and progression to “Full” Appointment, must ALL be completed within a 
MAXIMUM OF 5 MONTHS from the Role Start Date entered on Compass. 
 
Practice note 8.2:  All adults in roles requiring Module 1 or Module 1EX must also have 
completed GDPR training within 5 months of their role start date. 
 
Practice note 8.3:  An Appointment that has not reached Full status within 5 months of 
role start date may be renewed ONCE ONLY, for a maximum of 5 months, by joint 
approval of the DC and the AAC. If at the end of such extension the applicant’s role 
has still not reached Full status the Appointment MUST be cancelled on Compass by 
the DC using the “end role” facility.  
 
The individual may then play no part in Scouting unless and until a new Application, 
supported by the line manager, is lodged and accepted and the Appointment process 
begins again. 
 
Practice note 8.4:  Adults required to complete a Wood Badge, as per the TSA’s 
“Training Obligations”, must do so within three years of their start date shown on 
Compass. If this is not done the DC, advised by the AAC, is to terminate the individual’s 
Appointment. If the DC and AAC agree (in consultation with the Local Training 
Manager as necessary) that genuine extenuating circumstances have intervened, a 
further period of up to two years for completion of the Wood Badge may be allowed. 
 
Practice note 8.5: Working with the individual and the relevant Training Adviser, it is 
the responsibility of the GSL and line-manager to ensure that each adult volunteer 
meets, in a timely manner, all training obligations appropriate to their role, both in the 
process of achieving Full Appointment status and in regard to on-going training. 
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9. APPOINTMENT REVIEWS 
 
Reviews of Appointments are an important part of managing people in any 
organisation.  It is good practice, and recommended, for the line manager and each 
role holder to have regular and informal review meetings at least annually – to 
mutually take stock, plan ahead, review training and consider possible role changes. 
 
Either a GSL, line manager or a role holder may also request a Formal Review at any 
time.  But as a minimum the line manager is responsible for ensuring that a Formal 
Review is scheduled for each adult appointee no later than 5 years after the role 
start date (or 5 years after the previous Formal Appointment Review). 
 
It is good practice for the line manager and the role-holder to agree the approximate 
first Formal Review date at the start of the role, as part of the discussion under the 
Induction Process part f), and to record that on Compass. 
 
A Formal Review should be carried out using the TSA’s Appointment Review (AR) 
form.  Note, an update of this form is awaited; meanwhile the January 2013 version 
remains in use. 
 
Key outcomes of the Formal Review include agreement as to whether: 

a) the individual’s Appointment should be renewed and if so for how long 
b) the individual should take on a different role, or 
c) the individual will/should leave Scouting 

 
Completed AR forms, signed by both reviewer and role-holder, should be sent to the 
Appointments Secretary by the line manager, who brings them forward for 
consideration by an Appointments Panel.  
 
The Panel will consider the course of action proposed as the outcome of the review 
and in turn advise the DC of its view thereon. If appropriate the DC will discuss the 
proposal further with the line manager concerned, or if satisfied will (under current 
District practice) personally update Compass appropriately, including recording the 
approximate date for the next Formal Review, and advise the line manager 
accordingly. 
 
 
Practice note 9.1:  A Formal Review should normally be scheduled to be held within 
the closing six months of an Appointment, with appropriate notice being given. 
 
Practice note 9.2:  Adults in roles carrying the obligation of a Wood Badge must hold 
an up-to-date First Aid certificate at the time of Review. Reviewees must also hold 
current safety, safeguarding and GDPR at the time of a Review. The GSL and line 
manager are responsible for continuous monitoring of all relevant aspects of training 
and for ensuring that any necessary remedial action is taken promptly. 
 
Practice note 9.3:  TSA recommends that ADCs, DESCs, LTMs and GSLs (among 
others) should hold their Appointments for no more than 5 years before Formal Review 
by a DC. If agreed, an extension to a maximum term in role of 10 years may then be 
approved.
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10. THE APPOINTMENTS ADVISORY COMMITTEE  
 
The Appointments Advisory Committee (AAC) is appointed by the District Executive 
Committee, as are its Chairperson and its Secretary. The AAC’s principal function is 
“to assist with the process of appointing adults in Scouting”.  
 
AAC members do not need to have current or previous experience of Scouting, but 
each must pass a DBS check and complete (and have validated) TSA’s training 
modules 1EX, 37 and GDPR.  
 
It is recommended that an AAC should have at least two members between 18 (the 
minimum) and 25 years of age, at least one of whom ideally should serve on each 
Appointments Panel. 
 
A Panel comprises three members of the AAC. Its primary function is meeting with 
new adult volunteers to assess whether the candidate is 

a) an appropriate persons to volunteer  
b) Is appropriate for the roles they are undertaking,  
c) knows what support is available to them, and 
d) understand and accept the responsibilities of the roles and of membership 

of TSA 
 
An Appointments Panel may also be convened to perform various functions in 
connection with Appointment Reviews (as outlined in part 9), Suspensions of 
Appointments; Complaints regarding the Appointments process; and Cancellations of 
Appointments. 
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