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Job Description 

 

Job Title:                          Assistant Diocesan Safeguarding Adviser (Casework ) 

 

Reporting To:                  Diocesan Safeguarding Adviser (DSA) 

 

Accountable To:             The Diocesan Secretary 

                                           The Bishop of Chichester 

 

Administrative:               The Diocesan Safeguarding Team is supported by the Safeguarding 

                                           Administrator and Assistant Administrator 

 

Location:                          Based at Church House, Hove 

 

Background 

The Diocese of Chichester is expanding its Safeguarding Team in order to maintain the highest 

possible standards of safeguarding practice. The Safeguarding Team has a long history of working 

very closely with the statutory agencies in Sussex in many aspects of safeguarding work, including 

major criminal investigations and inquiries. The Team has received many plaudits for its work, and is 

close-knit, innovative, and at the forefront of safeguarding work in the Church of England.  

 

The successful candidate for the post of Assistant Diocesan Safeguarding Adviser (Casework) will 

work alongside other members of the Safeguarding Team to achieve this. In particular, the ADSA – 

Casework will: 

 

• Take the leading role in managing safeguarding casework in the Safeguarding Team. 

• Be the main point-of-contact within the Safeguarding Team for statutory agencies in relation 

to casework (along with the Independent Sexual Violence Adviser in relation to referrals 

regarding survivors of sexual violence).  

• Be the main point-of-contact for senior clergy and other Diocesan officers, and parish 

personnel in relation to casework.  
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• Provide information and advice to ensure that the Diocese 

maintains the highest standards of protection for children and 

adults who may be at risk of abuse or neglect and to advise the Bishop of Chichester and the 

Suffragen Bishops, Archdeacons, Clergy and Laity as appropriate on procedures to be 

followed when safeguarding concerns arise. 

 

Main duties and responsibilities 

 

General 

1. To promote the safeguarding of children and adults across the Diocese of Chichester. 

 

2. To promote the church’s role in safeguarding with statutory and voluntary agencies across 

Sussex. 

 

3. To work closely with the DSA and other members of the Safeguarding Team at all times. 

 

4. The Diocese of Chichester conducts its safeguarding work within various legislative, statutory-

guidance and Church of England frameworks.  The post-holder will be familiar these and ensure 

that their practice adheres to these frameworks.  

 

5. To support the DSA in advising the Diocesan Bishop, Suffragen Bishops and Archdeacons on 

procedures to be followed when safeguarding concerns arise. 

 

6. To assist the Diocese in the safe recruitment of staff and volunteers and in its use of the 

Disclosure and Barring Service, and to advise the Diocesan Bishop and parishes on the 

assessment of risk where disclosures are blemished. 

 

7. To keep records of all casework electronically, using the CPOMS case recording system. 

 

Case Work 

 

The post-holder will lead on all aspects of casework except as otherwise directed by the DSA: 
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1. To lead in liaising and coordinating with statutory safeguarding 

agencies in Sussex and, where relevant, elsewhere, in relation to 

safeguarding casework. This will include, but not be limited to, Strategy Meetings, Case 

Conferences, MAPPA meetings, MARAC meetings, and other multi-agency forums as required. If 

appropriate, to prepare parish officers for such meetings and attend with them. 

 

2. To lead and co-ordinate the ‘Core Group’ of Diocesan and parish staff when an allegation of 

abuse is made against a church officer. 

 

3. To work with the DSA and other Diocesan and parish staff to ensure appropriate support for all 

relevant parties throughout an investigation and thereafter. In particular, in cases relating to 

sexual abuse, to work with the Independent Sexual Violence Adviser to ensure appropriate, 

independent support to complainants.  

 

4. To work alongside the DSA to advise and guide Diocesan and Parish personnel, as necessary and 

within the bounds of confidentiality and operational security, in relation to: 

 

• contact, if any, with the alleged victim and/or the person making the accusation, who may 

not be the victim, and the families involved 

• practical arrangements which may be required for the alleged perpetrator and his or her 

family 

• arrangements to support congregations 

• the future employment or redeployment possibilities, if any, for a church officer who is 

convicted of an offence, or where there are continuing unresolved concerns regarding risks 

to others which may require a risk assessment and a risk-management plan to be put in 

place. To instruct or carry out risk assessment as required.  

• professional support for clergy, paid staff and volunteers who may have concerns about 

pastoral situations in which they find themselves. 

 

5. To provide safeguarding guidance, information and advice to clergy and other individuals in the 

church who are concerned about the welfare of a child/vulnerable adult. 
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6. To work with Police, Probation and parishes to ensure that offenders 

who are assessed as presenting a risk to children or adults, when 

they attend church, do so according to an attendance agreement informed by a risk assessment 

and risk-management plan. 

 

7. To ensure that referrals to the Disclosure and Barring Service for barring from work with 

children or vulnerable adults are made where required. 

 

8. To provide advice and support to parishes in relation to the implementation of House of 

Bishops safeguarding policies and procedures. 

 

9. To support the DSA and safeguarding administrator in the collection and collation of 

relevant data concerning the activity of the Diocesan Safeguarding Team. 

 

10. To attend and contribute towards relevant team and staff meetings as required, and national 

Church of England events including the Safeguarding Conference. 

 

Professional development 

 

To engage in continuing training and professional development in the safeguarding field. 

 

Health and Safety 

 

Employees must look after their own health, safety and welfare and be mindful of other 

persons who may be affected by their acts. Employees must co-operate and comply with 

management instructions regarding Health and Safety issues and report all accidents, incidents 

and problems as soon as practicable to their supervisor, manager or other senior members of 

staff available. 

 

Equality and Diversity 

 

All staff are expected to demonstrate the value of ‘Respect for All’, and follow any guidelines 

and policies relating to equality and diversity, and equal opportunities. 
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Confidentiality 

 

Maintaining confidentiality and preserving the integrity of our work in the Diocese is very important. 

You will not, except as authorised by the Diocese, or as required by law or your duties, use, divulge 

or disclose to any person, firm or organisation any information about individuals, parishes or the 

Diocese, or other confidential information relating to the organisation, finances, parishes, dealing 

and affairs of the Diocese which may come to your knowledge during your employment. 

 

Any Other Duties 

 

A core value of Diocesan staff is collaborative team working. The responsibilities outlined above 

cannot totally encompass or define all tasks which may be required of the postholder, and you may 

be asked to perform any other duty as directed from time to time. 
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Assistant Diocesan Safeguarding Adviser 

 

Person Specification 

 

1. Education and training 

 

Essential: 

• A professional qualification as a Social Worker, Probation Officer or within the Police 

• Specific training in a variety of aspects of child or adult protection 

 

2. Knowledge/Experience 

 

Essential: 

• Significant professional experience of child and/or adult protection work in a statutory lead-

agency setting (Social Work, Probation, or Police). In exceptional circumstances 

professionals from other relevant backgrounds (e.g. healthcare) will be considered.  

• In-depth knowledge of current legislation and statutory guidance relating to safeguarding 

children and adults. 

 

Desirable: 

 

• A broad range of professional, statutory safeguarding experience, involving child and adult 

protection, and across the range of safeguarding and criminal justice processes (e.g. 

allegations-management, criminal investigation, offender management).  

• Knowledge of and experience in the risk assessment and management of those who have 

offended against children or adults, and who may pose a risk to children or vulnerable adults 

• Knowledge of the structure and operation of statutory and voluntary organisations in 

safeguarding. 

• Awareness of the structures of the Church of England and how they affect the availability of 

safeguarding.  
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3. Skills / Ability in: 

Essential: 

• The ability to work constructively with a wide range of interested parties, including staff in 

statutory and voluntary sectors, and members of the public with little safeguarding 

experience, in order to maintain best practice in the church context. 

• The ability to work sympathetically and sensitively with survivors of abuse, vulnerable adults 

and others affected by child or adult protection issues. 

• The ability to identify and challenge of poor practice, and constructively suggest ways of 

improvement.  

• The ability to maintain accurate and timely records, and produce written reports where 

necessary.  

• Good IT skills, in particular familiarity with Microsoft Office suite.  

• The successful applicant will need to develop and maintain familiarity with the Church of 

England’s safeguarding policy and practice guidance material.  

 

4. Personal attributes 

Essential 

• A strong commitment to safeguarding as an essential part of the church’s work in pastoral 

care. 

• A high degree of personal responsibility and initiative, whilst retaining the need to remain 

accountable for practice. 

• The ability to work collaboratively as part of a team. 

• Sympathy with the ethos and mission of the church. 

• Able to work flexible hours, including evening and weekend work as negotiated with the 

Diocesan Safeguarding Adviser. 

• Willingness to travel within the Diocese. 

 

Desirable 

• An understanding of the Church of England and its structures, including the legal framework. 

• Experience of child or adult safeguarding in the church context. 

• Own vehicle which can be used for work, and clean driving licence.  
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Terms & Conditions of Employment 

Salary  

£34,000 per annum. 

Pension Contributions          

The Diocesan Board of Finance (DBF) contributes to the Pension Builder Scheme – Classic (PB Classic) 
with the Church Workers Pension Scheme operated by the Church of England Pensions Board. This 
requires a 6% contribution from the employee, which is deducted from your net monthly payroll.  
The Diocese of Chichester contributes 15.1% of your gross monthly pay towards your pension.  
If you are already a member of the Teachers’ Pension Scheme and remain eligible you may opt to 

remain in that scheme. 

Hours of work 

Your normal hours of work are 35 hours per week. Precise hours of work are arranged with your line 

manager. A minimum half hour and a maximum one hour lunch break must be taken. 

Annual Leave  

Your holiday entitlement will run from your date of appointment to 31 December and  
then from 1 January each year. If your employment starts or finishes part way  
through the holiday year, your holiday entitlement during the year shall be calculated  
on a pro-rata basis rounded up to the nearest hour. Your holiday entitlement for a  
complete year will be 25 days plus 8 bank and public holidays (pro rata for part-time  
employees) and five additional days, Maundy Thursday and Christmas Eve and the three days in 

between Christmas and New Year. Untaken holiday entitlement may not be carried forward to the 

following year. 

Notice 

Once you have satisfactorily completed your Probationary Period, you or the Chichester Diocesan 

Fund and Board of Finance are required to give one month’s notice in writing to terminate your 

employment for any reason other than its expiry or gross misconduct.  

Probationary period 

There will be a probationary period of six months. 

 


