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Record and account keeping are an important part of Scouting, and help ensure the safe and 
effective running of any section, Group, District or County. 

The majority of administrative tasks that you complete in your role will fall into one of the following 
categories:

• Member record management
• Finance
• Insurance

However, you may also, especially if a Manager, have reason to be involved with other 
administration such as:

• Minibus Permits
• Near Miss Reporting
• Grant applications

• Licences e.g. Lottery, Music or 
Alcohol

• Boundary reviews

• Sponsorship Applications
• Legacies
• Charity Commission
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There are many ways this information can be stored, from using the online 
membership database, to paper and electronic based records. 

It doesn’t really matter what method you use, so long as it’s efficient, accurate and 
fit for purpose. Some elements will also need to consider security and access 
rights.

General Data Protection Regulations (GDPR) was created in the European Union 

(EU) to protect the personal data of its citizens. Although it was passed in Europe, 
it affects organisations, including The Scout Association and went into effect on 
May 25th 2018. 

GDPR training is mandatory for all adults with appointments in Scouting.
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There are two strands to member records, depending on your role, your responsibilities could cover:

Young people

• Maintaining personal and contact information of youth Members and their parents/carers
• Maintaining joining lists and registers of interest*
• Monitoring attendance and progress towards badges and awards
• Completing the annual census return **

*Joining lists are lists of young people who are the right age to join, while registers of interest are 
lists of those who would like to join when they are the right age. 

**The task of completing the annual census currently remains largely manual as youth records are 
not held on a central system. Therefore, maintaining good, accurate records throughout the year 
ensures this task is made easier and completed quicker.
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Adults

• Maintaining personal and contact information of adults Members. This might include sensitive 
information like bank details, marital status or age.

• Maintaining records on roles held, training completed, reviews due, disclosures issued and 
permits held

• A record of parents and other helpers with their skills, hobbies and availability
• Completing the annual census return*

*Currently most of the adult information required for the completion of the annual census can be 
extracted from Compass.
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The majority of these records can be kept on secure systems such as Online Scout 
Manager (OSM) and Compass, the Scout Association’s own records system for adult 
information.

OSM is a commercial business with strong working links to the Scout Association. 
Whilst there is a fee for OSM, Somerset Scout County currently covers the cost for all 
Groups to encourage its use.

Compass is the central point for all adult data and records; personal, training, permits, 
awards etc. Individuals have access to their data and can amend personal 
information as necessary. Other records are maintained by nominated approved roles 
within Scouting.

These record systems, where GDPR responsibility lies with the system owners may 
be supplemented by local records where the GDPR responsibility rests with the local 
users.
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OSM can fulfil a number of tasks within a Scout Group or Explorer Scout Unit

• Personal membership records
• Section membership details
• Individual members badge records
• Programmes summary
• Detailed meeting or programme information
• Quartermasters database
• Receive online payments
• Send / receive e-mails

It is also possible to share certain aspects with parents (Parent Portal) so that they 
are able to see programmes, update personal information.

Online Scout Manager (OSM)
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Finance

Most roles within Scouting have some responsibility for handling finances and 
good financial records though this may not always be on a regular basis. This 
may include:

• Maintaining records of monies received (e.g. for activities, camps, membership 
subscriptions, donations) and money spent (e.g. on bills, fees for activities, 
volunteer expenses)

• Approving payments from a Scouting bank account
• Contributing to the creation and management of a budget

To carry out these tasks effectively it is necessary that relevant receipts and 
invoices are kept and bank statements and balance sheets maintained as 
appropriate. This ensures that there is a clear audit trail to explain any financial 
records.
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Finance

Each Scout Group, District and County is a separate educational charity operating 
under the umbrella organisation of the Scouts. As a consequence, the Charities Act 
applies for the administration of finances.

The Group Executive Committee is responsible for finances of a Scout Group / 
District / County and are required to approve expenditure or financial commitments.

All money received by or on behalf of a Group, District or County must be paid into a 
bank, building society or savings account held in the name of the relevant Group, 
District or County. Under no circumstances should any money received be paid into 
a private individual’s bank account

At least two signatures are required for any withdrawals and any internet banking 
must provide the electronic equivalent of this. 
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The Executive Committee is responsible for ensuring that there is adequate 
insurance in place for people, property and equipment. In order to do this, it is 
important that Sections, Groups, Districts and Counties maintain records of:

• Members and non-Members involved in Scouting
• Equipment you own, store, hire or loan out to others

All Members of The Scout Association are covered by insurance while taking part 
in Scouting activities.

An Occasional Helper or Parent on a rota / helping at camp is not a member of the 
Scout Association and therefore additional cover for these individuals would be 
required.
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The Scouts, through Unity Insurance Services, provides insurance to protect what 
is most important in Scouting: you, the members.

There are three kinds of insurance arranged by Unity for the Scouts, for which the 
premiums are provided by your annual membership subscriptions. These are:

• Public liability
• Personal accident and medical expenses
• Trustees indemnity

There is no need for a Scout Group to take out insurance for public liability or 
trustee indemnity insurance.
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The Scouts' rules state that every Scout Group must maintain adequate insurance 
cover, to be reviewed annually, in respect of:

• Property and equipment, including the risk of loss or damage to equipment 
whilst in transit or at camp or on expeditions.

• Motor vehicles, including passenger risk, in the British Isles or abroad.
• Marine and boating risks.
• Aviation and air activity risks.
• Authorised Scout visits abroad.

Additional cover should be arranged for :

• Non-members associated with your Group, District or County.
• The things your Group, District or County owns.
• Events that you run.
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What Next ……

•How is this Module Validated ?

•Where can I find Help & Guidance ?
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This module is validated by your Training Adviser and can be arranged 
once the learning has been completed. In the current circumstances, that 
may be difficult to achieve so, as an alternative, use the online validation 
tool that is accessed through the County Website using the following 
path: Adult Support > Adult Training > Learners Hub > Validation > 
Online Validation – Wood Badge Modules 3-19 or Online Validation –
Manager & Supporter (if appropriate).

If you have a Training Adviser, you should complete the relevant 
information so that your responses can be sent to them for review and 
subsequent recording in Compass. If you do not have a Training Adviser, 
your submission will be reviewed by a member of the County Training 
Team.
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Somerset Scouts have a Website which provides all our members with news, information and 
support materials. This is certainly true for Adult Training. There is a whole section within Adult 
Support that is dedicated to providing information on training from – what training do I need to 
complete to learning materials and documents to help with learning validations.

The Training pages also include details of the training calendar where dates, venues and 
details of the face to face training can be found. You can book your training direct from the 
Website and get an e-mail confirmation.

The training pages are regularly updated with new information, ideas and links to help you 
work through your learning.
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County Website - Training

Log into County Website at 
somersetscouts.org.uk and 
select Adult Support

From the Adult Support 
page select Adult Training

somersetscouts.org.uk
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County Website - Training

Now select the Learners Hub 
from the bottom of the page

In the middle of the next page is 
a red / purple flag “post course / 
learning information”

Select the blue flag –
Module 11
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County Website - Training

On this page are hyperlinks to 
further information that you 
may find useful to assist with 
validation of this Module but 
also as a reference point for 
your future experiences within 
Scouting.
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County Website – Training - Validation

From the Learners Hub, select 
the green flag “Validation”

From the Validation Page, 
select the either the purple or 
blue flag
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County Website – Training - Validation

From the Online Validation 
page, select Module 11

Go to the Online Form, read the 
instructions and then complete and 
submit the Form.
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If you have any questions on this material which supports your learning after completion of your Workbook 
or Course attendance (Module 11 – Administration), contact your Training Adviser, your Local Training 
Manager or Alan Henderson, Deputy County Training Manager at ltm-orange@somersetscouts.org.uk

mailto:ltm-orange@somersetscouts.org.uk

