


SAFEGUARDING ROLE DESCRIPTORS

	VICAR EPISCOPAL or VICAR GENERAL

Functions
The role will support the Bishop in his leadership of all aspects of Safeguarding

· To develop with the Diocesan Safeguarding Core Group (DSCG) /Diocesan Safeguarding Advisory Group (DSAG)/Senior Management Team (SMT) or equivalent, the Diocesan Safeguarding strategy and action plan 
· To develop and support, with the DSCG/SMT or equivalent, the Diocesan operational approach to safeguarding
· To integrate safeguarding within the Diocese (DSAG, Diocesan Risk Assessment Management Team (DRAMT), Parish Priests (PPs), Parish Safeguarding Coordinators (PSCs), Trainers, Lay Faithful, etc.)
· To promote a culture where survivors feel able to come forward
· To be responsible for ensuring there is a structure in place for the operational and case supervision of Diocesan safeguarding personnel
· Facilitate external support for Diocesan Safeguarding Advisor (DSA).  The nature and accountability of this support to be agreed at Diocesan level


Roles/Duties

· Support completion of the Annual Parish and Diocesan Safeguarding Audits, working closely with DSA, DSAG and SCSSA
· Support development of Annual Diocesan & Parish Safeguarding Action Plans, working closely with DSA, DSAG, Parishes and SCSSA
· Be a core member of the DRAMT and ensure that DRAMT recommendations are communicated and actioned
· Keep up to date with all national safeguarding standards and legislation
· Ensure that safeguarding disclosures, concerns and issues are adequately investigated, reported, recorded/filed and escalated appropriately 
· Ensure confidentiality, only sharing information as appropriate and in compliance with Data Protection Law 
· Link with other Diocesan departments as appropriate 
· Undertake other related duties as required





	This section has separated the roles of DSA & DSO – but these will differ for each diocese, and some may be delegated to the DSO especially if the DSA is a volunteer or the DSA may be responsible for all if there is no DSO.
DIOCESAN SAFEGUARDING ADVISOR
For recruitment purposes, a Person Specification Document will be required outlining necessary qualifications and experience.  It should also outline if the Diocese believes this role should be undertaken by a lay person and/or if this should be a paid role 

Functions:
· To assist the Bishop in reaching out to those who have experienced abuse within the Church
· To be the recipient of allegations of abuse and safeguarding concerns and to assist the Bishop in implementing the Church’s Mandatory Reporting Policy
· To advise the Bishop on good practice in responding to safeguarding allegations or concerns communicated to the Diocese and to ensure that safeguarding allegations and/or concerns are adequately reported, recorded and investigated as appropriate
· To convene and co-ordinate meetings of the DRAMT as required and ensure that DRAMT recommendations are communicated as per diocesan structure/policy
· To apply and demonstrate previous relevant safeguarding experience, along with effective communication and organisational skills
· To be conversant with the information contained within ’In God’s Image’ (IGI) and have a confident working knowledge of the document
· To keep up to date with best practice in safeguarding and to undertake continuous professional development as appropriate
· To consider and take account of reports and audits issued by the SCSSA or auditors instructed by them
· To advise the Bishop on all other aspects of best practice in safeguarding and to assist him in meeting his safeguarding responsibilities
· To be a key member of the DSAG
· To link with the Scottish Catholic Safeguarding Standards Agency (SCSSA) on matters relating to national policy 
· To link with Religious Orders and catholic groups operating within the Diocese 


Roles/Duties:
· To report quarterly to the DSAG/SMT (or equivalent); to agree with them the objectives for strategic and operational development of safeguarding in the Diocese; and to work towards the agreed objectives including the Safeguarding Action Plan
· Where necessary, with the approval of the Bishop/DSAG/SMT and in collaboration with the DSAG, to set up and/or review the diocesan safeguarding policies and protocols required by IGI and to draft or procure any other resources required for the smooth running of safeguarding in the Diocese
· To promptly refer to the DRAMT all safeguarding matters within their remit in accordance with: IGI, the Diocesan DRAMT Referral Policy, and any relevant Diocesan protocols 
· To support Parish Priests in appointing at least one Parish Safeguarding Co-ordinator (PSC) to each parish in the Diocese; and alongside the other members of the Diocesan Safeguarding Team, to offer the PSCs training and support in their roles
· To work with the DSAG to recruit and liaise with Parish Safeguarding Co-ordinator/Trainers
· To assist the Bishop in ensuring that Diocesan clergy receive safeguarding training as appropriate
· To hold quarterly meetings of the Diocesan Safeguarding Advisory Group (chaired as per Diocesan structure)
· To complete/be involved in the annual Diocesan Safeguarding Audit; to analyse the results and to carry out any improvements or remedial actions indicated
· To draft the annual operational Safeguarding Action Plan in collaboration with the DSCG/SMT and the DSAG and to work towards the goals agreed therein
· To work with Deaneries and parishes to support development and implementation of their Action Plans 
· In collaboration with the DSAG, to draft the annual safeguarding announcement to parishes for approval by the Bishop and the DSCG/SMG
· To liaise as appropriate with the statutory authorities/MAPPA including in relation to the risk assessment and management of registered sex offenders and those who pose a risk who ask to attend Mass in the Diocese
· Alongside the other members of the Diocesan Safeguarding Team, to manage the contracts for registered sex offenders and those who pose a risk attending Mass and the review of these in accordance with IGI
· To provide advice and practical support for Parish Safeguarding Teams working with RSOs and others who pose a risk in the Church
· To assist the Bishop in complying with his legal responsibilities under the Scottish Government’s Listing and Barring Scheme
· To support the development and upkeep of a case management and recording systems for Safeguarding within the Diocese 
· Where there is a Diocesan Safeguarding Officer - to support [and/or supervise] them in their role of implementing the Church’s safe recruitment process (other tasks may be included dependant on Diocese) 
· To support [and/or supervise] Safeguarding Admin 
· Alongside the other members of the Diocesan Safeguarding Team to support the training programme for all clergy, PSCs, Diocesan Trainers and volunteers undertaking regulated work in the Diocese
· Ensure confidentiality, only sharing information as appropriate and in compliance with Data Protection Law 
· To work flexible hours, including working evenings and weekends as part of normal working hours
· To engage with fellow DSAs, CRSSC, and the Director of Safeguarding (SCSSA) at regular meetings
· To work with the SCSSA and Survivor Groups and Services to ensure survivor’s voices are heard 




	Diocesan Safeguarding Officer 
(If there is no DSO then some of these tasks may be undertaken by DSA or Safeguarding Admin. Some of these may vary if the DSA is a volunteer.)

Functions:
· To assist the DSA in providing a professional safeguarding service to and on behalf of the Diocese
· To be conversant with the information contained within IGI and have a confident working knowledge of the document
· To keep up to date with best practice in safeguarding and to undertake continuous professional development as appropriate
· To consider and take account of reports and audits issued by the SCSSA or auditors instructed by them
· To apply and demonstrate previous relevant safeguarding experience, along with effective communication and organisational skills
· To support the DSA in the development of policy and procedures for the Diocese arising from the implementation of In Gods Image
· To apply and demonstrate previous relevant safeguarding experience, along with effective communication and organisational skills
· To provide management information on a regular basis
· To be a member of DSAG (and the DRAMT if appropriate)
· To undertake ad hoc duties, consistent with the job role and as delegated by the Safeguarding Advisor

Roles/Duties:
· To support the DSA with the arrangements for engagement with Parishes and Deaneries
· To support the DSA and safeguarding admin in the development and upkeep of a case management and recording system for Safeguarding within the Diocese 
· To support the Diocesan Chancellor/DSA/PVG Administrator in vetting Safe Recruitment processes including PVG applications and references for volunteers and to refer any blemished returns or potential concerns to the DSA or the DRAMT for a final decision
· To maintain consistent professional links with safeguarding admin at SCSSA re the processing of PVGs
· To assist the DSA and Safeguarding Training Coordinator/Training Team in the development of training schedules linked to ongoing training need analysis
· To assist the DSA in the development and management of systems for Trainer Appraisals
· To assist the DSA in the completion and implementation of Annual Parish and Diocesan Audits and Action Plans
· To refer all reports of safeguarding concerns to the DSA
· To assist the DSA in the preparation of the Annual Parish Statement and other cross-diocese publicity on Safeguarding
· In accordance with Diocesan practice to assist the DSA in managing individual cases according to the Safeguarding standards, policies and procedures of the Bishops Conference Scotland including liaison with the SCSSA, external agencies and with parishes, Church bodies and organisations 
· Where appropriate to contribute to multi-agency risk assessments and Multi-Agency Public Protection Arrangements (MAPPA) where a Parish is integrating individuals or may be expected to integrate individuals who may pose a risk, working closely with the DSA to provide advice and practical support for PP & PSC, working with convicted sex offenders, and others who pose a risk, in the church
· To ensure that safeguarding information is shared between all agencies involved, working closely with the DSA.  Occasionally this will involve making referrals to Social Work and the Police
· To provide advice and support to Parishes and Safeguarding Admin in respect of recruitment of volunteers and PVG procedures and to audit compliance
· To carry-out and/or support admin with safeguarding recruitment administration processes in respect of parish volunteers, including the processing of PVG checks and reference requests
· To develop a Diocesan training programme, deliver training, meet, support and appraise trainers 
· Manage meetings with volunteers as appropriate 
· Ensure confidentiality, only sharing information as appropriate and in compliance with Data Protection Law 
· To work flexible hours, including working evenings and weekends as part of normal working hours





	SAFEGUARDING ADMIN
Function
· Work as a member of the Diocesan Safeguarding Team (VG/VE, DSA, DSO as appropriate)
· Liaise with and support parishes in relevant aspects of Safeguarding.
· Coordinate all safe recruitment of clergy, employees and volunteers and process PVG applications and renewals
· Coordinating and supporting the voluntary counter signatories/ID Verifiers
· Ensuring PVGs for clergy and religious coming to ministry in Scotland are completed as a priority (this might be the role of DSA or DSO in some Dioceses) 
· Ensuring that current practice and policy re PVG application has been met with consistent compliance 
· Maintain Safeguarding Database and records (manual and computer)
· Liaise with and support DSA, DSO, Training Coordinator, Safeguarding Trainers and Parish Safeguarding Coordinators (PSCs) in meeting training requirements
· Provide full administrative support for Safeguarding
· To undertake ad hoc duties, consistent with the job role and as delegated by the DSA/DSO

Role/Duties
· Coordinate all aspects of Safeguarding administration for the diocese as follows
· As delegated by DSA ensure Safeguarding information is updated on the Diocesan Website and share related information with parishes
· Provide guidance and support to parishes, encouraging good record keeping for all Visiting Clergy, including Testimonial / Celebret Letters, PVGs and Training
· Coordinate and take minutes of relevant safeguarding meetings
· To issue volunteer application and disclosure (PVG) packs, In God’s Image posters and leaflets to parishes/church organisations and maintain a supply of same
· Provide support to Diocesan Trainers by arranging training course dates and venues, as and when required; preparing participant lists/attendance logs; organising and supplying training resources/equipment and training materials; updating the safeguarding database(s) with date(s) training attended from attendance logs; receiving and collating participant evaluations; preparing training certificates from attendance logs and issuing certificates to course participants via parish priests/trainers
· Manage the full safe recruitment process across the diocese, supporting and guiding Parish Priests and PSCs accordingly, including:
· progress parish priests’/ employees’/religious/those in formation PVG applications, and informing the Safeguarding Advisor of receipt of their certificate
· train & manage I.D. verifier for volunteers undergoing PVG checks and support Counter Signatories ensuring that full compliance is met with the requirement for PVGs for both paid and unpaid workers in the Diocese
· send off volunteer disclosure forms & track progress
· prepare and issue reference requests, log receipt and prepare ‘chase-up’ correspondence when necessary 
· log volunteer disclosure outcome
· prepare and send correspondence for signature notifying parish priests of outcome of vetting checks
· coordinate PVG 5-year renewals
· Attendance at National (Inter-diocesan) meetings in relation to the PVG Scheme
· Support parishes with Annual Safeguarding Audit
· Collate information for the Annual Diocesan Safeguarding Audit, working closely with the Core Safeguarding Team and the SCSSA
· Maintain contact with new and existing PSCs, keeping them updated with guidance and procedures
· Encourage and support the safeguarding risk assessments process for Parish Groups
· Maintain and monitor paper and electronic records of all volunteers and safeguarding data, in line with GDPR requirements
· Keep up to date with IGI and other national safeguarding standards and requirements
· Attendance at national meetings in relation to training in safeguarding and any developments within this area as required by the DSA
· Providing regular accurate reports for the DSA/DSO as required
· Attendance at the DSAG & Safeguarding Team Meetings as directed
· Professionally respond to any reported allegations of abuse or concerns in relation to risk and to always direct them immediately to the DSA
· Facilitation of all volunteers who assist the Safeguarding Services to ensure that they are kept up to date with any developments and that any new legalisation is disseminated promptly.
· Preparation of an annual gathering for those who assist the Safeguarding Services this will include the celebration of Mass and an opportunity to meet with the Bishop
· Ensure confidentiality, only sharing information as appropriate and in compliance with Data Protection Law 





	Training Co-ordinator 
(role may be undertaken by DSA/DSO/SA)

Function:
· To develop training calendar for National Induction Training package and PSC Training
· Liaise with Head of Safeguarding Training, SCSSA in relation to new/updated training and action as appropriate 
· With DSA/DSO support volunteer trainers and conduct annual appraisals 
· Ensure confidentiality, only sharing information as appropriate and in compliance with Data Protection Law 

Duties/Roles
· Negotiate dates and venues
· Maintain database of active trainers with Safeguarding Admin
· Arrange and chair quarterly training meetings
· Identify gaps in trainer’s knowledge/skills
· Develop and maintain volunteer trainer rota
· Ensure current material available for training sessions
· Work with Safeguarding Admin to collate and report on course evaluations
 

Trainers 
Function:
· Deliver Safeguarding Induction Training as directed in line with the current designated SCSSA training modules
· Ensure confidentiality, only sharing information as appropriate and in compliance with Data Protection Law 


Duties/Roles:
· Attend quarterly training meetings and updates as directed
· Attend National CPD events hosted by the SCSSA
· Attend new/updated training sessions hosted by Head of Safeguarding Training, SCSSA 
· Cooperate with annual appraisals and attend to required outcomes
· Urgently report to DSA any allegations/disclosures/concerns raised by participants
· Ensure adequate resources available prior to session
· Ensure completion of Evaluations, summarise these or provide information to Diocesan office for summaries to be completed
· Ensure completion of attendance register and forward this to responsible person at Diocesan safeguarding office 







