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DIOCESE OF CHICHESTER 
 

JOB DESCRIPTION 
 
Job title Assistant Diocesan Safeguarding Officer  
 
Department Diocesan Safeguarding Team 
 
Responsible to    Diocesan Safeguarding Officer 
 
Main purpose of job 
 
1.1 To work with the Diocesan Safeguarding Team to promote good practice in the protection 

of children and adults within the Diocese of Chichester. 
 
1.2 To work alongside the Deputy and other members of the Safeguarding Team to manage 

safeguarding casework in the Diocese of Chichester. 
 

1.3 To conduct all aspects of this work according to statutory and House of Bishops’ policy 
and guidance.  

 
 
Principal duties  
 
2.1 Casework  
 
The Deputy DSO takes the leading role in managing safeguarding casework across the 
Diocese. The Assistant DSO will work alongside the DDSO in all aspects of casework, including: 

 
• Advising the Bishop of Chichester and other office-holders across the Diocese on all 

aspects of safeguarding practice, as necessary. 
 

• Responding to requests for advice, information and guidance for individuals in the 
church who are concerned about the welfare of a child or adult. 

 
• Working closely with the public authorities in all aspects of casework as appropriate, 

including (but not limited to) strategy meetings, child protection conferences and 
core-groups, MAPPP and MARAC meetings, and ongoing police investigations. If 
required, preparing parish or diocesan personnel for such meetings and attending 
with them. 

.  
• Providing guidance and direction where there are concerns about adults who may be 

a risk to children or other adults, liaising with Probation and Police and other statutory 
authorities as appropriate.  
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• Arranging the provision of risk assessments arising from Disclosure and Barring Service 

checks or from other sources and participating in the implementation of any 
recommendations where appropriate. 

 
• Supporting parishes during a safeguarding incident, and afterwards, as required. 

 
• Providing advice to church officers and other relevant people on the possibility of 

employment or redeployment of those with convictions or continuing concerns 
regarding the risk of harm they pose. 

 
• Reporting to and seek advice from the Chichester Diocesan Safeguarding Advisory 

Panel in relation to case work. 
 

• Negotiating and monitoring the implementation of attendance agreements for 
convicted sex offenders or other adults who pose a risk of harm when they are 
returning to or joining parishes or institutions. 

 
2.2 Networking  
 
The ADSO will work as part of the Safeguarding Team and the wider Diocesan staff team, and 
will work in close liaison with parishes, statutory agencies, and other bodies, including: 

 
• all statutory agencies across Sussex involved in child and adult protection 
• parish personnel, especially clergy and parish safeguarding officers 
• the network of Diocesan Safeguarding teams across the country as required, and the 

National Safeguarding Team 
 

The ADSO will also participate in the national and regional Church of England safeguarding 
network and any relevant local ecumenical forum or multi-faith forum as appropriate, 
attending regional and national advisers’ forums to explore networking and information 
sharing opportunities, and to receive cascaded policy amendments and developments. 

 
The ADSO will work with the Bishop’s Senior Staff Team, Heads of Department, and other 
significant diocesan personnel, for example those responsible for children's work, youth work, 
the selection and training of clergy and lay workers, and social responsibility issues, to apply 
and embed good safeguarding practice in every aspect of the Diocese’s work.  
 

 
2.3 Training 

 
The ADSO will participate as required in the training function of the Safeguarding Team, 
ensuring that training is provided to clergy and other parish personnel in accordance with the 
national Safeguarding Training and Development practice guidance. This will require some 
direct delivery of training to parish personnel, which in turn will require some evening and 
weekend working, and the willingness to travel across Sussex.  
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The ASDO will work with Diocesan Safeguarding Team colleagues and other Diocesan staff to 
coordinate an ongoing programme of safeguarding audit, quality assurance and improvement 
across the Diocese. 

 
 

2.4 Policy and Practice Guidance 
 

The ADSO will assist the DDSO and the DSO in applying House of Bishop’s safeguarding policy 
and practice guidance across the Diocese of Chichester, and developing materials, training 
programmes and other resources as necessary to facilitate this as effectively as possible.            

 
2.5 Supervision, Support and Accountability 
 
The ADSO will be line-managed by the Diocesan Safeguarding Officer and will be supported 
by a Safeguarding Administrator who will assist in all aspects of the work under the direction 
of the DSO. Professional supervision will occur monthly alongside routine line management. 
The ADSO will be accountable ultimately to the Bishop of Chichester. Independent oversight 
of the work of the Safeguarding Team, including the ADSO, will be provided by the 
Independent Diocesan Safeguarding Advisory Panel. 
 
The Assistant Diocesan Safeguarding Officer will consult with the Diocesan Safeguarding 
Officer on all matters involving expenditure and extra-diocesan commitments. 
 
The Assistant Diocesan Safeguarding Officer will be expected to undertake regular in-service 
training, agreed in consultation with the Diocesan Safeguarding Officer. 
 

3. General responsibilities   

3.1       The post holder will comply with all standards, policies and procedures set by the 
diocese including, but not limited to, those governing safeguarding, health and 
safety, data protection and confidentiality and equal opportunities.  

3.2 The post holder is required to:   

• support the ethos, aims and objectives of Christianity, the Church of England and 
the diocese;   

• keep up to date with developments in their area of work;   

• participate in performance management and appraisal;   

• engage in training and continuous professional development activities.   

3.3 The post holder will be required to hold a full valid driving licence and have a car available 
for work-use.  A mileage allowance at HMRC rates will be payable when appropriate.  
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3.4 The post holder may be required to work outside normal office hours including 
occasional weekend working, subject to time off in lieu.  

This job description details responsibilities but is not prescriptive and does not direct any 
particular priorities or amount of time to be spent carrying out the duties. It is not 
necessarily a comprehensive definition of the post, and the post holder may be required to 
undertake other duties and responsibilities commensurate with the level and scope of the 
post. This job description may be subject to amendment, to meet the changing needs of the 
diocese, following appropriate consultation.  

4. Terms and Conditions 
 
4.1 Hours of work: The post will be 28 hours per week, however 21 hours will be considered 
for the right candidate. Normal working hours Monday to Friday, 9am to 5pm, but some 
evening and weekend working may be necessary at times.  

 
4.2 Place of work: The post will be based at Church House Hove with secure records kept 
there, the expectation is that a good deal of time will be spent offsite with 
Bishops/Archdeacons/ parish officers as well as outside agencies. There will be the option to 
apply to use the DBF Remote Working Policy.  
 
The nature of this work will mean that at times telephone advice will suffice, at other times 
the role will require meetings with individuals, the preparation of reports, and the setting up 
of support networks.  
 
4.3 Salary: this post is offered at £21,000pa for 21 hours or £28,000pa for 28 hours which is a 
pro-rata rate of the FTE of £35,000 per annum. 

4.4 DBS check: An offer of employment is subject to a satisfactory Enhanced DBS check (to 
be carried out by the Diocese at offer stage).  

4.5 Probation period: The appointment will be based upon a probationary period of six 
months during which it may be terminated by either party by one week’s notice, and 
thereafter by three months’ notice on either side.  
 
4.6 Pension: The successful application will be offered a pension with the Church of England 
Pension Board. 

4.7 Safeguarding commitment: The DBF is committed to safeguarding and promoting the 
welfare of children, young people and vulnerable adults.  All post holders are expected to 
share this commitment and to comply with the relevant safeguarding policy. Our full 
safeguarding policy can be found here  

 

  

 

https://safeguarding.chichester.anglican.org/policies/
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PERSON SPECIFICATION 
 

Requirement Evidence Importance 
Skills, knowledge and 
experience 

a) knowledge of recent developments 
in education, health and social care 
and of the legislation and research 
underpinning child/adult 
protection/work 
b) experience of the operational 
context of child/adult protection work 
c) significant practical experience of 
risk assessment work 
d) be politically astute and aware and 
with the ability to deal with difficult 
issues sensitively 
e) have an ability to negotiate and 
achieve despite what may appear to 
be insurmountable obstacles 
f) Values and attitudes consistent with 
the work of the Diocese 
g) Understanding of the Church of 
England and its structures 
h) Experience of safeguarding and 
child protection work in the Church 
i) Articulate, clear and concise 
communication skills both verbal and 
written 
j) High-level presentation skills 
k) High level analytical skills, including 
interpretation of statistical data 
l) Be able to effectively convene and 
chair meetings 
m) Be able to provide expert advice 
and support to the clergy and all 
support staff  
n) Hold a clean driving licence 
 

Essential 

   
Qualifications and Training a) Academic and/or professional 

qualification in social or health care, 
Probation, or Police, of sufficient 
standing to command professional 
respect within the Diocese and the 
Safeguarding Advisory Group. 
b) Willing to comply with the model of 
good practice set out at House of 

Essential 
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Bishop’s safeguarding practice 
guidance. 

 
Attitude and Motivation a) Solid commitment to the promotion 

of safeguarding children and adults 
demonstrable through previous or 
current professional or voluntary 
activities. 
b) Ability and commitment to high 
standards of confidentiality both in 
terms of individual cases and in terms 
of sensitive cross organisational 
matters. 

 c) Sympathy with the ethos and 
mission of the Church. 
d) Strong commitment to safeguarding 
and child protection as an essential 
part of the Church’s work.  
e) Ability to work sympathetically and 
sensitively with all those affected by 
issues of safeguarding and child 
protection.  
f) Dynamic and enthusiastic with the 
ability to drive forward the 
safeguarding agenda. 
g) Self motivated  
h) Be prepared to undertake any other 
duties commensurate with the post 
i) To observe the duty to all Health and 
Safety rules and to take all reasonable 
care to promote the health and safety 
of oneself and others 
j) Prepared to disseminate information 
and provide briefings to clergy and 
Safeguarding Group members on key 
developments in government policy 
and service development 

Essential 

   
Equal Opportunity a) Ability to work in a multi-

racial/multi-cultural context. 
b) Must be able to recognise 
discrimination and be willing to 
promote equal opportunities policies  

Essential 

 


	2.2 Networking 
	PERSON SPECIFICATION

