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SCOTTISH EPISCOPAL CHURCH
PROVINCIAL SAFEGUARDING TEAM

JOB TITLE:	Safeguarding Training and Development Officer
RESPONSIBLE TO:	The Secretary General
RESPONSIBLE FOR:	The coordination and development of safeguarding training across the Scottish Episcopal Church
MAIN PURPOSE:	To develop and regularly review the safeguarding training strategy for the Scottish Episcopal Church; to deliver relevant safeguarding training programmes and to ensure that volunteer safeguarding trainers are supported in the delivery of safeguarding training.
BACKGROUND:	As the Scottish Episcopal Church’s profile on safeguarding and its safeguarding workload increases, the Church has decided to appoint a full-time Training and Development Officer.   This post will have a central role in developing, ensuring implementation and delivering a national training framework; training and supporting volunteer safeguarding officers, clergy and lay employees; and commissioning and delivering training targeted training modules.   The post-holder will be working within the Provincial Safeguarding Team to ensure that safeguarding training reflects changes to policies and practice guidance and learning from casework.   The post-holder will be managed by the Provincial Safeguarding Officer.

MAIN DUTIES:
1. 	To develop and support a Scottish Episcopal Church Provincial Safeguarding Training Programme for delivery to congregations, vestries, volunteers and clergy.
2.	To assist in the development and review of appropriate safeguarding training materials and ensure that they reflect current best practice in safeguarding, child and adult protection, and the wider public protection agenda.
3.	To undertake a comprehensive training needs analysis on a Provincial, diocesan and local church basis. 
4.	To develop a network of safeguarding trainers across all dioceses of the Scottish Episcopal Church.
5.	To review and regularly audit the quality of safeguarding training within the Scottish Episcopal Church
6.	To maintain accurate safeguarding training records to reflect the frequency and attendance at all levels within the Church. 
7.	To act as an advocate and catalyst for improving the learning and development of safeguarding in Scottish Episcopal Church alongside Diocesan Bishops, clergy and vestries.
8.	To work as a collaborative member of the Provincial Safeguarding Team, to contribute to the development of best safeguarding practice and support the work of colleagues involved in managing safeguarding referrals and the safe recruitment process.
Full-time post – 35 hours per week
Executive Officer Grade - £22 093 - £28 203 per annum



PERSON SPECIFICATION:
Skills, Abilities and Knowledge:
	
	Essential
	Desirable
	Assessment

	Academic qualifications - Degree or equivalent higher professional qualification in a relevant field or specialism or be able to demonstrate substantial equivalent experience. e.g. teaching, adult education/training etc.
	
X
	

	
Q

	A comprehensive understanding of contemporary safeguarding policy and practice and how it applies to a voluntary or faith organisation.
	
X
	

	
I

	Experience of designing and delivering training programmes for paid and voluntary staff including safeguarding and child protection and/or adult protection training.
	
X
	

	
A/I

	An ability to review and improve the content and delivery of safeguarding training programmes for different target audiences.
	
X
	

	
A/I

	An ability to support a national network of volunteer safeguarding trainers.
	
	
X
	
A

	Excellent communication skills (both written and oral).
	X
	
	

	A confident and interactive presentation style.
	X
	
	I/P

	Competent in the use of IT and social media including Microsoft PowerPoint, Word, Excel and databases.
	
X
	

	
A

	Experience of using Zoom, MS Teams and other video conferencing applications
	
X
	
	
A

	Experience of using a variety of media and methods to deliver training.
	X
	
	A/I

	An ability to produce written reports and planning documents.
	X
	
	A/I

	Proven ability to form and sustain good working relationships with internal and external partners and work in an ecumenical context
	
X
	
	
A

	A supportive approach to assisting the Scottish Episcopal Church in its mission and ministry and an awareness of its culture as a voluntary organisation.

	
X
	

	
A


Personal Qualities:
	Able and willing to travel within Scotland on evenings and at weekends.
	
X
	
	


	A clean driving licence
	
	X
	Q

	Time management skills and an ability to effectively manage competing demands to meet deadlines.
	
	
X
	
A/I

	Attention to detail
	X
	
	A

	Self-motivated and confident in taking own initiative.
	
	
X
	
I

	Evidence of good team-working and establishing good working relationships.
	X
	
	A/I

	Knowledge of Scottish Episcopal Church and its ethos and organisational structure.
	
	X
	I

	Ability to project-manage the organising of training events/conferences and meetings.
	
	X
	A/I


Method of Assessment:  
A – Application Form;  I – Interview; 	W – Written exercise; 	P – Presentation;  Q – Proof of qualification (certificates or transcripts)
(We reserve the right to assess any other aspects of the role in a format not previously described)
Outline Conditions of Service

Safeguarding Training and Development Officer 

Full-time – 35 hours per week


1.	Salary

	The salary range will the Executive Officer Grade which is currently £22,093- £28,203 per annum.  Placing within the range will be in accordance with relevant experience.
2.	Holidays

	28 working days leave per year and seven statutory holidays.  Three days leave require to be taken between Christmas and New Year.
3.	Sick Pay Scheme

	13 weeks on full salary plus a further 13 weeks at half salary in the first year of service with one further week added for each category for each completed year of service up to a maximum of six months full pay followed by six months half pay.
4.	Pension Scheme

	Employees are eligible to join a non-contributory defined benefit (final salary) Pension Scheme which also permits additional voluntary contributions.  Contributions to the Pension Scheme are made by the employer (currently at the rate of 32.2% per annum).  There is also a Death in Service Benefit.
5.	Period of Employment

	Following satisfactory completion of a six month probationary period, during which a four-week notice period applies (otherwise than in the event of gross misconduct), three months’ notice on either side will apply. 
6.	Retirement

	There is no compulsory retirement age applicable to the post.
7.	Allowances

	Actual expenses incurred while engaged on General Synod business will be reimbursed together with mileage at appropriate rates as approved by the Standing Committee (currently 45 pence per mile). The post is a province-wide (national) one and will therefore require travel across Scotland.



8.	Hours of duty

	35 hours per week, the specific hours in the week to be agreed. (Normal full time office hours are from 8.45 to 5.00 pm Monday to Thursday and 8.45 am to 3.45 pm on Friday.) Occasional evening and weekend working will be required as part of the role.

	There may be occasions when it is not possible to confine working hours to such hours and the working week may be longer.  No compensatory payment is available unless exceptional circumstances pertain but a flexi-time system operates allowing for some appropriate time off in lieu.

9.	Location

	The normal place of work is the General Synod Office at 21 Grosvenor Crescent, Edinburgh. There is a staff car park and it is normally possible to allow staff to bring cars to work. The role includes the possibility of some home working.
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