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JOB DESCRIPTION 

 

JOB TITLE: 

LOCATION: 

DEPARTMENT: 

NORMAL HOURS: 

GRADE: 

DURATION: 

RESPONSIBLE TO: 

 

RESPONSIBLE FOR: 

 

Diocesan Safeguarding Adviser (Part Time: Mon - Thurs) 

 Church House/Home Worker 

People, Safeguarding and Learning  

28 per week 

3 

Permanent 

DSA & Safeguarding Team Leader and the Director of People, 

Safeguarding and Learning 

 

N/A 

 

KEY PURPOSE Working in partnership and collaboratively with the other Diocesan 

Safeguarding Adviser and Team Leader (Tues - Fri) to ensure that best 

practice safeguarding children, and adults who may be at risk, is observed 

throughout the diocese.   

  This post also intends to include the DSA responsibilities for the 

Channel Islands (joining the Diocese of Salisbury) with effect from the 1 

October 2020.  

The responsibilities outlined below apply equally to the Channel Islands 

(CI), notwithstanding that local legal and organisational frameworks 

may differ*.  

KEY ROLE A Undertake safeguarding casework on behalf of the Diocese 

A1.1  Work co-operatively with the police, local authorities and other bodies in 

cases where it is suspected that a child, young person or adult at risk of 

abuse has suffered abuse or is at risk of suffering abuse. 

A1.2 Give advice, information and support to victim/survivors of abuse and ensure 

the diocese responds well to those who have suffered abuse. 

A1.3 Undertake and commission risk assessments. 

A1.4 Engage in professional supervision and continual professional development. 

 

KEY ROLE B:  Ensure policies, procedures and guidelines are continually reviewed, 

updated, fully communicated and implemented 
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B1   Prepare, publicise and review policies and procedures: 

B1.1 Implement, or co-ordinate the implementation of, the policy and guidance 

issued by the House of Bishops. 

B1.2   Ensure that information resources reflect changes in law or practice. 

B1.3 Ensure the Diocesan Bishop, the CI Deans* and senior leadership within the 

diocese are made aware of changes to relevant legislation, policies and 

guidance. 

B.2   Assist Parishes to implement safeguarding policies: 

B2.1 Be proactive in ensuring that parishes are aware of their responsibilities in 

respect of safeguarding children and adults who may be may be at risk, 

providing guidance, support and information as required. 

B3  Provide Training: 

B3.1 Provide induction for new members of the Bishop’s Staff and new clergy 

through one-to-one meetings and training as appropriate. 

B3.2 Organise and ensure delivery of relevant, high quality training for both laity 

and clergy. 

B4  Support Diocesan Safeguarding Management Group: 

B4.1 Attend DSMG meetings; develop the agenda with the Chair; ensure the 

provision of appropriate administrative support. 

 

KEY ROLE C:  Advise and support the Bishop, lay staff, clergy and parishes in 

safeguarding issues and cases 

C1   Provide advice and support: 

C1.1     Advise the Diocesan Bishop, CI Deans*, Senior Staff, clergy and parishes on 

handling concerns about abuse, ensuring good safeguarding practice 

through advice, information, risk assessment and training. (It is expected that 

the DSAs will meet the Diocesan Bishop when required and in any case at 

least 2-3 times a year). 

C1.2               Ensure appropriate action is taken in response to concerns about abuse. 

C1.3  Provide advice on Disclosure and Barring Service (DBS) disclosures. 

C1.4 In consultation with the Diocesan Registrar, advise the Bishop on disciplinary 

and other legal proceedings. 

C1.5  Offer the Diocese’s professional safeguarding response to safeguarding 

concerns or allegations against church officers in line with the House of 

Bishop’s safeguarding policy and guidance, promoting good practice. 

C1.6 With the Diocesan Secretary, take responsibility for making reports on behalf 

of PCCs about serious safeguarding incidents to the Charity Commission. 

C2  Working with the other Diocesan Safeguarding Adviser, create and maintain links: 

C2.1  Create and maintain links with parishes, teams and deaneries, acting as the 

diocesan focal point for safeguarding issues. 
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C2.2 Support clergy office-holders in their role. 

C2.3 Create and maintain links with other dioceses, the National Safeguarding 

Team for the Church of England and with Child and Adult at risk Protection 

representatives of other denominations in order to share best practice. 

C2.4 Liaise with statutory and voluntary agencies in order to direct individuals to 

the most appropriate forms of help. 

C2.5 Attend meetings with other safeguarding professionals. 

 

KEY ROLE D:  Promote awareness of safeguarding issues with children and vulnerable 

adults 

D1 With the Children and Youth Adviser organise regular events and issue guidelines in order 

to raise awareness of safeguarding issues with children and adults at risk. 

D2 With the Diocesan Bishop, CI Deans and other Senior Staff, promote a positive 

safeguarding culture across the diocese. 

 

KEY ROLE E: Ensure effective administration and record keeping 

E1 Ensure case notes and meeting notes are maintained in accordance with current legislation 

and best practice and that they are accessible, accurate, securely held and able to be 

analysed. 

E2      Identify safeguarding training needs.  

E3 Identify posts requiring DBS and maintain accurate and up-to-date records to ensure all post 

holders have the required certification. 

*Subject to legal ratification 

 
ADDITIONAL INFORMATION 
 

The post holder must at all times carry out their responsibilities with due regard to the DBF Equal 

Opportunities Policy and be vigilant in complying with Health & Safety regulations to maintain a 

safe and secure working environment. 

The purpose of the job description is to indicate the general level of responsibility and location of 

the position.  The above is not an exhaustive list of duties and you will be expected to perform other 

relevant duties from time to time as necessitated by your role and the overall objectives of the 

organisation.  

An Enhanced DBS Check will be required for this role. 

 


