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Introduction 

by the  Diocesan Secretary 

 

 

 

 

Dear Applicant, 

 

Thank you for your interest in the post of Assistant 

Diocesan Safeguarding Adviser. 

 

The Diocese is committed to safeguarding all God’s 

people and seeks a safeguarding professional to 

support those with safeguarding responsibilities 

through the development of policies and good practice.   

This role will have particular responsibility for co-

ordinating and delivering safeguarding training and 

ensuring the national training framework is implemented in the diocese. 

  

If you would like to discuss the role further, Jeremy Hirst, the Diocesan 

Safeguarding Adviser, would be happy to talk to you about it in more detail.  

Please contact him by email jhirst@stalbans.anglican.org or on 01727 818107.  

 

 

 

 

Susan Pope 
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The Diocese of St Albans       

 
   

Since 2011, the Diocese of St Albans has had a clear vision of   Living God’s Love  with 

three priorities: 

going deeper into God  transforming communities  making new disciples 

This vision flows from God’s love for us, and is expressed in our love for God and our 

neighbours. These themes are well understood across the Diocese and were given a fresh 

endorsement following a year-long ‘listening exercise’ which took place in 2016-17. 

Through Living God’s Love we are seeking spiritual and numerical growth across our 

parishes, benefices, schools and chaplaincies. In fact, all our activities, from recruitment 

and selection, to clergy and Reader review, are increasingly focused towards growth. 

 

The Diocese of St Albans consists of the counties of 

Hertfordshire and Bedfordshire and part of the London 

Borough of Barnet. The population is approximately 

1.8 million, and the total electoral roll number is         

approximately 32,000. The Bishop of St Albans has 

overall responsibility for the Diocese. He is assisted by 

two suffragan bishops, the Bishop of Bedford and the  

Bishop of Hertford, who in turn are assisted by the 

Archdeacons of St Albans, Bedford and Hertford. There 

are twenty deaneries and the Diocese has 336 

parishes, of which about one third are rural, 210 

benefices, 400 churches, 328 stipendiary clergy, 48 

non-stipendiary clergy, 218 clergy with Permission to 

Officiate and 265 Lay Readers. There are 138 Church 

Schools and Academies in the Diocese. 

 

The Diocesan Synod is the elected decision-making body of the diocese and the Bishop’s 

Council as the Standing Committee of the Synod has a key role in formulating diocesan 

policy.  The statutory work of the Church and support to the parishes is provided by the 

staff of the Diocesan office, located in Holywell Lodge in St Albans.  There is a strong 

Christian ethos within the office; for example, there is a monthly staff Eucharist.  

http://stalbansdioces.wpengine.com/wp-content/uploads/2014/06/county2.jpg
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The Diocese of St Albans       

 

The work of the staff is overseen by three Boards: 

 

The Board of Finance is responsible for formulating the diocesan budget, which is 

currently about £16.5m, and for managing clergy housing, investments and overseeing 

parochial trusts, the combined value of which is about £160m. The lead officer of the Board, 

who has overall responsibility for the staff of the Diocesan Office, is the Diocesan 

Secretary. The administrative team which supports the work of the Board is organised into 

three major departments, each of which is headed by an Assistant, the Director of Finance, 

the Estates Secretary and the Pastoral & Advisory Secretary. The staff of the administrative 

team are in regular contact with, and provide support to, other Diocesan Officers involved 

with the work of the other Boards and Council, and a variety of groups and sub-committees 

which report to them.  The team includes the Safeguarding staff, IT officers and 

Communications staff. 

The Board of Education is responsible for the 138 church schools and academies. The 

Diocese covers five local authorities. The majority of these schools and academies are 

located in Bedford Borough, Central Bedfordshire and Hertfordshire, with one in Luton and 

two in the London Borough of Barnet. The staff of the board include the Diocesan Director 

of Education, Deputy Director of Education and RE Adviser who work closely with church  

schools in the Diocese. 

Both the Board of Finance and the Board of Education are statutory bodies. The Board of 

Finance is the main employer of lay staff and is a limited company and registered charity. 

The Board of Education is accountable to Diocesan Synod. 

The Board for Mission and Ministry is responsible for the development and learning of 

ministry teams within the Diocese and the mission of the Church in wider society. Within the 

Board’s remit, there are two departments, led by the Director of Mission and the Director 

of Ministry.  

 
 
 
 
 
 
 
 
 
 
 
 
                    
                      
 
 

The Diocesan Office staff, with the Archbishop of Canterbury 2015 



 

The Role of Assistant Diocesan Safeguarding Adviser 

 

Context:   

  

In every diocese the Diocesan Bishop is 

ultimately accountable for safeguarding.  The 

Assistant Diocesan Safeguarding Adviser (ADSA) 

will support the Diocesan Safeguarding Adviser 

(DSA), in advising the Bishop, senior staff and 

those responsible for the care of children and 

vulnerable adults. This role will have particular 

responsibility for co-ordinating and delivering 

safeguarding training and ensuring the national 

training framework is implemented in the 

diocese. The ADSA will contribute to the 

development of policy and good practice. 

  

Responsible to:    

  

The Diocesan Safeguarding Adviser. 

  

Job Summary:    

  

To support the DSA in the development of local policy and good practice, and advise all 

those in the diocese with safeguarding responsibilities, ensuring that they exercise those 

responsibilities in line with the law, government guidance and national guidance from the 

House of Bishops and National Safeguarding Adviser.  To oversee the national training 

framework and diocesan training strategy ensuring these are applied and all training 

demands are met.  To deliver leadership safeguarding training. 

  

Key Relationships:   

  

It is essential that the ADSA forms excellent working relationships with: the Bishop and 

senior staff, the chair and members of the Diocesan Safeguarding Management Group, 

those in licenced and authorised ministry, Parish Safeguarding Officers, and relevant 

officers in the various statutory authorities.  

  

Professional Standing:    

  

A significant amount of the ADSA’s time will be spent providing advice and training.  It is 

essential therefore that this is provided by a person professionally qualified and 

experienced in both the practice of safeguarding and training. They must be able to 

demonstrate professional independence and will have knowledge of the structures of the 

Church of England.  The safeguarding of children and vulnerable adults is a core part of 

the Church’s mission and the ADSA will be essential to promoting that mission.  This 

post will be subject to an enhanced Disclosure and Barring Service (DBS) check.  
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The Role—continued ... 

Policy Framework:   
  
There are five key safeguarding policies in the Church of England:-  
  
         Promoting a Safer Church 2017 – Safeguarding Policy Statement of 

the Church of England 2017, 

Promoting a Safe Church (safeguarding policy for adults) 2006,   

Responding Well to Domestic Abuse 2017,   

Protecting All God's Children (safeguarding policy for children and young people, 
4th edition) 2010,   

 Responding Well to those who have been sexually abused 2011, 
  
supported by several pieces of published Practice Guidance.  

  
  
Main duties and responsibilities  
  
1. Development of policy, procedures and good practice guidelines  
  

•  Monitor and remain up to date with the development of government policy, Church 

of England policy and good practice, and maintain continuing professional 

development and professional registration where appropriate.  

•  Develop and regularly review the diocesan safeguarding policies, ensuring that they 

are easily accessible and understandable.  

•  Support the Archdeacons in ensuring each parish has adopted and implemented the 

diocesan policy and procedures.  

•  Monitor,  check and provide advice and guidance on parish policies;   

•  Contribute to an annual report for Bishop’s Council via the Diocesan Safeguarding 

Management Group   

  

2. Provision of appropriate safeguarding training as recommended nationally 
 
The post holder will support the mission and ministry of the Church of England in St 

Albans diocese by co-ordinating and delivering programmes of safeguarding training 

relevant to, and required by, those working with children and vulnerable groups, to 

ensure that this training is delivered to a high standard, developing and implementing 

processes that measure and assure the quality. 

  
• To deliver endorsed Safeguarding Training to requisite groups across the diocese. 

• To work in partnership with the National Church of England Safeguarding Team and 

its Training and Development Manager, to form a programme of training for the 

diocese that meets the requirements of their Learning and Development Practice 

Guidance. 
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The Role—continued ... 

 
 

• To ensure sufficient opportunities for accessible training are provided throughout the 
diocese and within deaneries to meet current demand.  To liaise with the 
Safeguarding Administrator in issues of data recording, administration and general 
office support. 

• In meeting this demand for training; to further recruit, train, develop, support and 
quality assure a team of Diocesan Approved Volunteer Safeguarding Trainers, 
keeping them and their training materials updated. 

• To work closely with the Director of Ministry to ensure that accurate data is kept 
regarding those attending training and oversight of the booking system and renewal 
notification process. 

• To oversee the system and processes for capturing accurate feedback from course 
attendees and measuring the quality of the training. 

• To ensure that any weaknesses or area for improvement identified by the quality 
assurance are addressed. 

• To provide information and reports to the Diocesan Safeguarding Advisory Panel as 
required. 

• As a member of the diocesan safeguarding team; support the raising of awareness of 
the need to safeguard vulnerable groups, both children and adults, throughout the 
diocese. 

  

  
3. Casework. The ADSA should:   
  
• Provide guidance and direction where there are concerns about children and young 

people and adults who may be at risk;   

• Respond to requests for advice, information and guidance for individuals in the 

Church who are concerned about the welfare of vulnerable people;  

• As required by the DSA, take the lead in responding to serious situations following 

the relevant Practice Guidance; 

•  Ensure there is support and advice for those who are victims or survivors of abuse, 

including the availability of Authorised Listeners;  

• Support individuals when a referral to local authority children and adult social care or 

the police is necessary;   

• Attend strategy meetings and child protection conferences as required.   

• Support parishes during a safeguarding investigation and afterwards. This may 

include ensuring support is provided for others in the parish who may be affected by 

such an enquiry, for example volunteers or other leaders;   

• Work in partnership with the statutory agencies, any of whom may make the initial 

approach or seek information to which they are entitled;   

• Provide advice to the bishop or other employer on the possibility of employment or 

redeployment of those with convictions or continuing unresolved concerns regarding 

harm to a child or adult;  
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The Role—continued ... 

  
  
 
• Advise when an independent risk assessment should be sought;   

• Ensure at all times that appropriate records are maintained, suitable for admission in 

legal proceedings;   

• Draw up and regularly review risk assessments and covenants of care with those 

known to be a risk to children and/or vulnerable adults; 

• Provide information to the Diocesan DBS Panel who consider safeguarding matters 

disclosed by DBS checks; 

• Make regular monitoring checks of the ThirtyOne:Eight DBS database to identify 

information of concern and to take appropriate action. 

 

The nature of this work will mean that at times telephone advice will suffice.  At other 

times the role will require meetings with individuals, convening of a ‘core group’ in 

management of serious situations, the preparation of reports, or the setting up of support 

networks.   

 

 

4. Networking   

  

The effectiveness of the Assistant Diocesan Safeguarding Adviser is dependent on building 

professional relationships with statutory agencies within the Diocese covering a number of 

administrative areas.     

The ADSA will be part of the national and regional network of Diocesan Safeguarding 

Advisers.  

Within the diocese, the ADSA will need to work closely with diocesan officers, for example, 

those responsible for children’s work, youth work, training clergy and lay workers, and the 

Diocesan Communications Officer.  
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The Person Specification 
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Attributes Essential Desirable 

  
  
  
Education 
Training 
Skills 
  

Relevant professional qualification or equivalent (for 
example; social work, health, teaching, law, police 
etc.) with current registration where applicable. 

 

Proven experience in training.  A training qualification. 

Level 3 training in child or adult protection with 
ability to demonstrate transferrable knowledge across 
the client groups 

Training in both child 
and adult protection. 
Training to Level 4 

IT and good record keeping skills   

Excellent interpersonal and communication skills - 
written, oral and presentational 

  

Knowledge 
Experience 
Ability 

Practitioner/manager experience and knowledge of 
safeguarding working with children, young people or 
adults who are vulnerable and ability to demonstrate 
transferrable knowledge across the client groups 

Senior practitioner/manager 
experience and knowledge of 
safeguarding working with 
children, young people and 
adults who are vulnerable. 

Practitioner/manager experience of working with 
victims or survivors of abuse 

Practitioner/manager 
experience of working with 
offenders and those who pose 
a risk to others  

Up to date knowledge of safeguarding legislation and 
government guidance and the management of cases 
of concern. 

Detailed knowledge of 
national church safeguarding 
policies and practice guidance 

Experience in developing and implementing 
safeguarding procedures and policies 

  

Able to analyse complex situations and advise 
appropriately 

  

Proven experience of arranging and leading training 
events 

  

In sympathy with the aims of the Church of England Knowledge of church 
structures 

A proven ability to develop and sustain relationships 
at all levels both inside and outside the church 

  

Able to identify examples of poor practice and ensure 
that necessary change is implemented 

  

Able to maintain the highest standards of 
confidentiality and work sensitively with those 
affected by issues of safeguarding 

  

Able to travel around the diocese.   



 

The Person Specification—continued ... 
 

 
Training levels in the specification above are defined as follows: 

 

Level 1: Non-professional staff working in children, young people / vulnerable adult settings  

Level 2: Minimum level required for professional staff who have some degree of contact with children 

and young people or vulnerable adults and/or parents/carers  

Level 3: Professional staff working with children, young people or vulnerable adults and/or their 

parents/carers and who could potentially contribute to assessing, planning, intervening and 

evaluating the needs of a child or young person and parenting capacity where there are 

safeguarding/child protection concerns   

Level 4: Named professionals, with at least 3 years’ experience who can give advice to others  

Level 5: Designated professionals – takes a strategic and professional lead in an organisation  

Level 6: Experts (clinician with specialist skills and knowledge) and / or a court appointed expert   
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Terms and Conditions  
 

 

Salary:  The post is offered on the Higher Executive Officer Scale (£30,497—£36,413 

pa, pro rata.) and the starting salary will depend upon qualifications and 

experience.  Salary scales are reviewed each year in July.  

 

Pension:  The successful applicant will be enrolled in a pension with the Church of 

England Pensions Board, to which the Board contributes 25% of salary. 

 

Hours:  This is a 0.5 post with working times varying according to the needs of the 

work, including unsociable hours.  The post holder shall work such hours as 

are necessary for the proper discharge of the duties of employment under 

their contract and not less than an average of 17.5 hours per week. The post 

will involve a flexible approach to working hours, including some evenings and 

weekends, for which time off in lieu may be taken.  No overtime is paid. 

 

Associated Work: You must not be associated in any capacity with a business that 

carries out work of a similar type to the Board’s, without the Board’s prior 

written approval.  If you choose to take up additional employment outside 

your normal working hours, this will be accepted by the Board unless such 

additional employment is felt to have an adverse effect on the performance of 

your normal duties with the Board.  It is your responsibility to notify the Board 

in writing of other employment. 

  

Holidays: Annual leave entitlement is pro rata to 22 working days plus the statutory 

Bank Holidays and the working days falling between Christmas Eve and the 

New Year bank holiday, plus one day in November or December for Christmas 

shopping. 

  

Term:  The appointment will be based upon a probationary period of three months 

during which it may be terminated in the first month by either party by one 

week’s notice, in the subsequent months by one month’s notice and thereafter 

by three months’ notice on either side.   

  

Office:  The post is based at the Diocesan Office, Holywell Lodge in St Albans. 

 

DBS: The appointment is subject to enhanced DBS disclosure. 

 

The successful applicant will need to provide proof of the right to work in the UK before 

taking up the post. 

 

More detailed information on terms and conditions for members of the Board’s staff will 

be found in the Staff Handbook. The Diocese operates a no smoking policy for all staff. 
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How to apply for this position 

 

If you would like to apply for this post, please send a covering letter explaining how 

you meet the requirements, a C.V. and the names and addresses of two referees to  

The Diocesan Secretary 

Holywell Lodge 

41 Holywell Hill 

St Albans, Herts 

AL1 1HE  

 

or by e-mail to diosecpa@stalbans.anglican.org  

 

References may be taken up before interview.  Please indicate if anyone may not be 

approached at this stage.  

 

Closing date:   Monday 25 November 2019, 12 noon 

 

Interviews:    Wednesday 4 December, 2019 
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