We should be all aware of the COMPASS record system. Sadly, it has never actually has done what it was supposed to, and it probably never will! But it’s the only record system tool that we have and, much as most of us loathe it, we have to put up with it and try to make it work for us.
COMPASS, if used properly, can be a useful tool – and, despite everyone’s fears, it doesn’t take hours of work to get it to produce some useful information about your Group! 
Scout headquarters are really tightening up on training. Training compliance is a very big issue – and it won’t go away! Most of you will have had me emailing you about your Leaders and Committee Members who need to urgently complete some training modules – or their role will be suspended or even closed. Closing roles or suspending people doesn’t really help anyone – most especially you! It makes the problems of running your Group much bigger.
Over the coming months, I plan to provide you (or your administrator) with some ‘quick wins’ with COMPASS.
So, here is my first ‘quick win’ – 10-15 Minutes to identify everyone in your Group who does not have the required Mandatory or Essential Training, and all those whose mandatory training will expire in 2022. It’s easy to do – in just 10 minutes or so – just follow the guidance provided below.

COMPASS – Identify any Group-wide training requirements in just 10 minutes!

Log in to COMPASS (https://compass.scouts.org.uk/login/User/Login)
On the screen that appears, click on Training (at the top, near the COMPASS logo) and another box ‘Adult Training’ shows immediately below. Click on the Adult Training
A new Screen appears (this screen is where you can look at the training of each person in your Group, but we are going to look at ‘Group-wide training requirements’, so ignore the Person Details and move straight to Module Details)
For ALL MANDATORY TRAINING RENEWALS (Safety, Safeguarding or First Aid)
1. In Module Details, in the Update, click on the dropdown list ‘Search adult members’
2. From the drop-down options, select ‘Search Adult members with Mandatory Ongoing Learning Due For Renewal’
3. For the moment, ignore the For Module box. 
4. Change the number of months in the Due for renewal in the next (n) Months. I suggest that you change the period to 10 to take you till end of 2022
5. On right side of screen, click SEARCH
6. A List of all up-coming mandatory training renewals (Safety, Safeguarding and First Aid) appears. This is the list of all those in your Group who have mandatory training renewals due in the next 10 months. You can sort by clicking in the ‘header’ at the top of any column.
7. If you want to print a list, then click in the box at the far left of each individual you want to print details of. Then click the EXPORT button at the bottom left of the screen. But remember, GDPR REGULATIONS LEGALLY REQUIRE YOU TO ONLY HOLD THAT INFORMATION FOR AS LONG AS YOU NEED TO, AND ONLY THEN IF YOU HAVE A VALID REASON TO DO SO.
Job Done!
For any specific MANDATORY TRAINING Module (Safeguarding, Safety or First Aid)
a. In Module Details, in the Update, click on the dropdown list ‘Search adult members’
b. From the drop-down options, select ‘Search Adult members with Mandatory Ongoing Learning Due For Renewal’
c. In the ‘For Module’ box, find the module you require (example: Safeguarding)
8. Change the number of months in the Due for renewal in the next (n) Months. I suggest that you change the period to 10 to take you till end of 2022
d. On right side of screen, click SEARCH
e. A List of all up-coming mandatory Safeguarding training renewals appears – with the renewal date shown. You can sort by clicking in the ‘header’ at the top of any column.
f. If you want to print a list, then click in the box at the far left of each individual you want to print details of. Then click the EXPORT button at the bottom left of the screen. But remember, GDPR REGULATIONS LEGALLY REQUIRE YOU TO ONLY HOLD THAT INFORMATION FOR AS LONG AS YOU NEED TO, AND ONLY THEN IF YOU HAVE A VALID REASON TO DO SO.

Job Done!


To Find any other specific Training module (example: Tools For The Role (Section Leaders) [Mod 3])
a. In Module Details, in the Update, click on the dropdown list and select ‘Search Adult members with Validation required on training’
b. In the ‘For Module’ box, find the module you require. In our example it will be 003 Tools for the Role (Section Leaders).
c. On right side of screen, click SEARCH
d. A List of all those who have Module 3 (Tools for the Role) not yet completed appears You can again sort by clicking in the ‘header’ at the top of any column.
e. If you want to print a list, then click in the box at the far left of each individual you want to print details of. Then click the EXPORT button at the bottom left of the screen. But remember, GDPR REGULATIONS LEGALLY REQUIRE YOU TO ONLY HOLD THAT INFORMATION FOR AS LONG AS YOU NEED TO, AND ONLY THEN IF YOU HAVE A VALID REASON TO DO SO.

The ‘key’ Training modules to check on a regular basis are the Mandatory ones (Safety, Safeguarding and First Aid) plus the following:
Module 001 Essential Information
Module 003 Tools for the Role (Section Leaders)
GDPR – General Data Protection Regulations
TRST – Trustee Introduction (if the individual will attend a Group Exec Committee. That would normally be GSL, Section leaders and Group roles like Secretary, Administrator, treasurer etc).

By simply checking the Training Requirements regularly, you can motivate and encourage your leaders etc to complete their training (and where appropriate gain their Wood beads). You will also avoid yourself being put under pressure from District/County or HQ because a member is about to be suspended or a role cancelled because mandatory and obligatory training is not completed.
Check for DBS Renewals becoming due, in just 10 minutes!

Keeping on top of DBS renewals is easy - and it avoids the situation where your Adults in the Group are suspended (and their COMPASS record becomes hidden!).
Log in to COMPASS (https://compass.scouts.org.uk/login/User/Login)
On the screen that appears, click on Messages/Reports (at the top, near the COMPASS logo) and in the drop-down click on Reports
A new Screen appears (this screen is where you can look at various different reports relating to those adults in your Group. We are going to concentrate just on the Group Disclosure Report so ignore all the others for the time being!
Click on the Group Disclosure Report and a new screen appears. It will probably display ‘No Rows For The Selected Criteria’, and a red warning message about exporting data. That’s fine! (If data is displayed already, it shows the cases where a Disclosure has expired or will expire today – these clearly need urgent action by you!)
IMPORTANT NOTE – If someone’s DBS has expired more than 7 days ago, they will NO LONGER appear on COMPASS, as they will have been suspended. Suspension results in them being removed from COMPASS until such time as a new DBS is completed. I will explain how to get those persons back ‘on the system’ in another briefing. Don’t let them get to that position!
Above where the report will be shown, you will see four boxes:
1) Scout Group, with your Group name displayed. 
2) Choose Columns To View – this is a refining tool for the report – ignore it for the moment.
3) Scout Group Section - this is another refining tool for the report. Again, ignore it for the moment.
4) User Disclosure Status – This will show ‘Expired And Expiring Today’. We need to change this to give us a meaningful report. Click on the down arrow next to ‘Expired And Expiring Today’ and some other options appear – Expiring Within 30 (90, 180) days, Expiring within 12 months and Pending.

For this example, select the Expiring within 12 months option (You can select a shorter period if you wish) and then click on the View Report button on the right-hand side of the screen.
A report will be generated and then displayed on the screen. The report gives all the information about the member(s) where a DBS expiry will happen in the period we chose – ‘Expiring within 12 Months’.
By moving the slider at the bottom of the screen towards the right, you will reach a column which shows the Disclosure Expiry Date. So here, you can see all those people in your Group who have a disclosure expiring in the next 12 months, and the date of that expiry. 
Job Done!
Remember – Generating a report is only useful if YOU act on it! Now you have the report, diarise to remind your Adults when a DBS is coming up for renewal! 


Saving and Printing a Report
You CAN save the report to your computer – but please be aware of GDPR Rules relating to storing or printing of data!
To save a report, first use the slider at the bottom of the screen to move to the left as far as possible. Then, immediately above the report, you will see a ‘save’ icon (which looks like a floppy disk – for those who remember them!) There is a ‘down’ arrow next to the icon and you can choose how you want the report saved (word, excel etc). Select how you want the Report saved.
As soon as you choose a format (word, excel etc) the Report will be downloaded and will appear in your Downloads folder (Windows PC) or the equivalent area for Mac users.
You can now load and then print out the report from the software package on your PC (or Mac) – for example Microsoft Word.
Job Done!

Helpful TIP! - ‘Train’ your Section Leaders to do the DBS and save yourself time!
Did you know? - Any Section Leader (or higher role) and Group Administrators can start DBS Checks – Provided that person doing the check has a ‘FULL’ status on COMPASS. But they need to register on Atlantic Data first!  Link: Scouts UK (disclosures.co.uk)
A ‘Full’ status is when (for a uniformed member) ALL MANDATORY training is completed, plus also the ‘Tools For the Role’ Module (either Module 3 or 4).  The individual must also have seen and approved by the Appointments Panel, and they have also to have been approved by the DC. 
For non-uniform appointments (Treasurer/Exec Member/Secretary etc) all required MANDATORY training must be completed AND your Group Exec must approve the appointment on COMPASS (that is normally completed by the Chairperson).

Mandatory Training Modules.  For clarity, the following Modules are regarded as mandatory:
For Everyone – except Occasional Helpers (but even for them it is desirable, but not mandatory!)
Module 1 (Essential Information) – Everyone - Online Certificate
Safety – Everyone - Online Certificate
Safeguarding – Everyone - Online Certificate
GDPR – Everyone - Online Certificate
Trustee Introduction (for anyone who may attend a Group Exec Meeting [Section Leaders and higher roles] and ALL Group Exec roles, including Chair, Treasurer, Secretary, Administrator, and general Committee Members etc) – Everyone - Online Certificate

Additional Modules For Uniformed Adults
First Aid (Modules 10a & 10b) Face-to-Face whole day course, or 3 Modules via ZOOM plus Face-to-Face ‘Practical’. Book via Kent Scouts website - Course Booking - Training (Kent Scouts)
Module 3 (Tools for the Role – Section Leaders/Assistants) or Module 4 (Tools for the Role – AGSL’s, GSL’s and higher roles). Modules 3 & 4 cannot be completed on-line but learning on-line is available. A Training Adviser is required to validate modules 3 and 4.
