
Chelmsford Diocesan Board of Finance 

Job Description 

 

Job Title: Safeguarding Case Worker 

 

Reports to: Safeguarding Manager 

 

Salary: £30,000 to £33,500 per annum, subject to experience and 

qualifications  

  

Purpose Statement 

Working with the Safeguarding Manager to ensure the safeguarding of children and adults at 

risk within the Diocese of Chelmsford through the implementation of robust policies, 

partnership with statutory agencies, and appropriate handling of cases.  

 

Reporting Structure 

The line management relationship is with the Safeguarding Manager. 

 

Operating as part of a developing team, working in collaborating with the Safeguarding 

Manager, Deputy Manager and the Safeguarding Administrators. 

 

Nature and Scope 

The Diocese of Chelmsford is vibrant and growing with our 465 parishes and 140 schools 

across Essex, the unitary authorities of Southend and Thurrock, and five East London 

Boroughs regularly working with over 100,000 children and young people.  Children’s and 

youth work is a growing activity in many churches, and the church is active in with 

vulnerable adults and others on the margins of society.   

 

Safeguarding children and adults at risk is a vital part of the Church’s Mission of healing, 

justice and hope.  As a diocese, we aim to be a beacon of best practice in safeguarding 

children and adults at risk.  The role of the Safeguarding Team is at the heart of this. 

 

The post holder will have responsibility for providing parishes, schools and Sparrows 

Nurseries with appropriate advice / guidance in all aspects of safeguarding including allegation 

management, the development and revision of strategies, policy, procedures and training. 
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Principal Accountabilities 

 

1. Manage enquiries and referrals, investigating specific cases as required. 

2. Form professional relationships with parishes, especially clergy and parish 

safeguarding representatives (PSR). 

3. Ensure the diocese remains legally compliant in all aspects of safeguarding and other 

relevant legislation according to local and national policy and guidance. 

4. Undertake risk evaluations for individuals with trace on their DBSs.  

5. Undertake risk evaluations for offenders wishing to worship / volunteer at our 

churches and, if appropriate, to create safeguarding agreements. 

6. Manage a caseload, leading on specific allegations or cases of a safeguarding nature, 

working with outside agencies, senior diocesan staff (including Bishops and 

Archdeacons) and local parish clergy, church wardens and officials as appropriate. 

7. Ensuring pastoral support arrangements for those affected by abuse as needed. 

8. Maintain knowledge of best practice, a culture of continuous development and 

improvement; ensure that the Safeguarding Manager, Bishop and Chief Executive are 

aware of any failings in this area. 

9. Participate in partnership relationships as required including Local Safeguarding 

Children Boards, Adult Safeguarding Boards, departments of the police such as CAIT, 

POLIT and Offender Management and Children’s Social Care Teams any other 

relevant interagency bodies-ordinate and attend safeguarding planning meetings / core 

group meetings. 

10. Be part of the team’s out of hours duty rota. 

11. Deliver face to face safeguarding training to a range of Diocesan workforces. 

12. Undertake such other reasonable duties as may be required by the Safeguarding 

Manager, Chief Executive or Diocesan Bishop. 

 

Key Relationships 

 Archdeacons, Bishops and Senior Diocesan Staff 

 Parish clergy, churchwardens and PSRs  

 Diocesan safeguarding reference group 

 The Statutory Authorities of  8 local authorities and 2 police forces 

 Volunteers working to support the diocese in safeguarding 

 Other child focused charities, e.g. NSPCC 
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Person Specification 

Essential: 

1. Educated to degree level or equivalent 

2. Professional experience of safeguarding in the voluntary or statutory sector 

3. Excellent understanding of safeguarding children and adults at risk 

4. Investigative skills / ability to manage safeguarding cases 

5. Ability to engage effectively with a wide range of individuals, from stakeholders in 

partner organisations to those affected by abuse and alleged/convicted abusers 

6. Experience in delivering training packages 

7. Ability to keep appropriate professional confidences and seek personal support from 

senior colleagues 

8. Self-directing, highly organised, able to work to tight deadlines and handle conflicting 

priorities 

9. Experience of working in challenging environments requiring determination and 

strength of character 

10. A level of understanding of the Church of England and an ability to engage 

successfully with clergy and laity in national, diocesan, parochial, chaplaincy and other 

local contexts 

11. Good IT skills, able to competently use standard office applications 

12. Ability to accept and make the most of professional supervision  

13. Full UK driving licence and access to private transport1 

 

Desirable: 

1. Knowledge and understanding of the Church of England; its values, structures and 

processes 

2. Knowledge of local authority safeguarding processes and structures 

3. Experience of developing policy documents, reports, training materials, and 

supporting management processes, including writing material for different audiences 

4. Experience of working with volunteers 

5. Degree  in social work or equivalent 

 

  

                                            
1 This is an essential requirement excepting in cases where the (prospective) post holder has a disability under 

the terms of the Disability Discrimination Act, where a reasonable adjustment could be accommodated.  
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Outline of terms and conditions  
 

 

Role: Safeguarding Case Worker  

 

Responsible to: Safeguarding Manager  

 

Salary:    £30,000 to £33,500 pa, subject to qualifications and experience  

 

Hours:  The normal hours are 09.00 to 17.00, Monday to Friday. 

Consideration will be given to flexible working arrangements. The 

post holder will be entitled to time off in lieu for attending meetings 

outside office hours. 

The post holder may be required to work additional hours to meet 

the reasonable requirements of the role.  
 

Part time working may be considered for an exceptional candidate.  

 

Pension: Enrolment in the Church Workers’ defined contribution scheme (a 

non-contributory scheme with an 11% contribution by the Board); or 

an equivalent contribution to another pension scheme. 

 

Annual leave: 25 days per annum, plus Bank Holidays  

 

Probationary 6 months 

Period: 
 

Notice period: 3 months 

 

Other: Expenses: Working expenses are paid at the Diocesan rates. 

 

Base:  Diocesan Office, 53 New Street, Chelmsford, CM1 1AT 

 

 Contract:  The contract of employment will be with the CDBF  

 

Checks: The contract is subject to satisfactory references   

 

 

 

 


