Archdiocese of St Andrews & Edinburgh 		March 2022
	Diocesan Safeguarding Adviser
Job Description
Reports to:

Chief Operating Officer (COO) and works very closely with the Archbishop and the Vicar General for Safeguarding (VG) on all Safeguarding matters in the Archdiocese. 

Staff Responsibilities: 

To line manage the Safeguarding Officer and the Safeguarding Administrator  

Main Duties 

· To assist the Archbishop in reaching out to those who have experienced abuse within the Church and to engage with them
· To act as the point of contact and lead for handling all allegations of abuse and all safeguarding concerns. To assist the Archbishop in implementing the Catholic Church in Scotland’s Mandatory Reporting Policy
· To follow the processes as outlined in In God’s Image (IGI)2, in respect of all safeguarding concerns and allegations made.
· To advise the Archbishop 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 be conversant with the information contained within IGI ( 2) & have a confident working knowledge of it. To keep up to date with best practice in Safeguarding.
· To provide regular Safeguarding reports to the Trustees of the Archdiocese.
· To consider and take account of any external independent audits and act accordingly. 
· To advise the Archbishop on all other aspects of best practice in safeguarding and to assist him in meeting his safeguarding responsibilities
· 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 Archdiocese 

Detailed Duties:

Archdiocesan Safeguarding Advisory Group: (ASAG) 

· To report quarterly to the ASAG and agree with them the objectives for strategic and operational development of Safeguarding in the Archdiocese
· To co-ordinate quarterly meetings of the Diocesan Safeguarding Advisory Group working with the Chair of ASAG
· To draw up Annual Safeguarding Action Plan further to the analysis of the annual Parish audit.
· Implement remedial actions as indicated
· To establish and /or review all Archdiocesan safeguarding policies alongside ASAG membership

National DSA Meetings and Forums:

· To attend & contribute to Diocesan Safeguarding DSA National
meetings 
· To liaise with SCSSA, Survivor Groups and other Safeguarding Services to ensure survivor’s voices are heard 

DRAMT: Diocesan Risk Assessment Management Team:

· To promptly refer to the DRAMT all safeguarding matters in accordance with: IGI (2), DRAMT Policy, & Diocesan protocols 
· To prepare all reports for DRAMT and undertake minutes of meetings in a timely fashion 
· To implement actions arising from DRAMT meetings 

Safeguarding across the Archdiocese:

· To prepare and distribute regular SG Newsletter 
· To draft the annual safeguarding announcement (4th Sunday of year) to parishes for approval by the Archbishop 
· To support and encourage Parish Priests in appointing at least one Parish Safeguarding Co-ordinator (PSC) to every parish
· Alongside other members of the Safeguarding Team, to offer the PSCs training and support in their volunteer roles.
· To recruit an active cohort of Safeguarding Trainers and support them in their role
· To assist the archbishop in ensuring that Diocesan clergy receive regular safeguarding training as appropriate.
· To support the training programme for all clergy, PSCs, Diocesan Trainers, and volunteers undertaking regulated work in the Diocese, supported by the SG Team.

Safe Recruitment & Management of those on a Contract: 

· To liaise as appropriate with the statutory authorities/MAPPA including in relation to the risk assessment & management of registered sex offenders & those who pose a risk who ask to attend Mass in the archdiocese.
· To manage the contracts for registered sex offenders and those who pose a risk, & review these in accordance with IGI(2)
· To provide advice & support for Parish Safeguarding Teams working with RSOs and others who pose a risk in the Church
· To assist the Archbishop in complying with his legal responsibilities under the Scottish Government’s Listing and Barring Scheme.

Record Management:
 
· To support the development and upkeep of a case management and recording systems for Safeguarding 
· Ensure confidentiality, only sharing information as appropriate and in compliance with Data Protection Law (GDPR) 





	Person Specification: 
Diocesan Safeguarding Adviser 

Essential
 
	


Preferable 

	· Extensive experience of all aspects of safeguarding, from either a Social Work, Police, Education, Health, or Legal setting
· Good judgement 
· Excellent Communication and networking skills 
· Experience of managing casework challenges 
· Good Risk Assessment & Care Planning skills 
· Proven track record of co-ordinating, chairing and recording meetings 
· Ability to work under pressure and meet deadlines 
· Strong Organisational skills
· IT skills, with ability to use a range of platforms such as MS Teams, Zoom 
· Self-motivated, able to work on own
· Excellent timekeeping
· Flexible 
· Supervisory experience



 



	· Experience and knowledge of safeguarding in a church setting
· Working knowledge of In God’s Image 2 
· Understanding of Catholic Church in Scotland from being a parishioner / volunteer /employee
· Experience of delivering training, both face to face & online 
· Car owner and driver






