

[image: ] 






Guidance
Induction, Supervision, Support, Training and Appraisal
[bookmark: introduction]Introduction
The Catholic Church in England and Wales is committed to developing and maintaining high standards of practice in relation to safeguarding children and adults and to supporting the staff and volunteers who carry out these roles for the benefit of the whole Church community, so that they are confident in their own practice and able continually to develop their knowledge, skills and understanding.  
The Church recognises that the provision of good quality induction, supervision, support, training and appraisal contributes to the provision of high standards in service provision, role satisfaction and potentially the retention of individuals contributing to the safeguarding work of the Church.
Safeguarding structures within the Catholic Church in England and Wales benefit from the knowledge, experience and skills of individuals from differing professional backgrounds including Police, Social Work, Probation, and law. This guidance seeks to describe good practice in the unique context of the Catholic Church in England and Wales and is not derived from a single professional context.
Scope 
This guidance is suitable for the roles of Safeguarding Leads/Coordinators, Safeguarding Officers/Advisers, Parish Safeguarding Representatives and Religious safeguarding leads in the Catholic Church in England and Wales.
[bookmark: induction]Induction
Induction is a process which orientates a person to their job or role and provides them with essential information and support in the early stages to enable them to do it well. It is a planned process within set timescales and is led by the line manager or other designated support person.
Induction is a vital part of the process by which people become familiar with their role and responsibilities, the context within which they perform their role, and what the expectations of them are in that role in relation to their conduct, practice and performance.
Induction programmes should be tailored to the demands of the role and the needs of the appointee.
[bookmark: table_1]It is the responsibility of the line manager to ensure that the appointee receives an induction that meets their particular needs.  It is also the responsibility of the appointee to ensure that they are provided with an induction programme.  
The following are areas that could be covered in an induction programme, selected as appropriate to the role: 
· Familiarisation with the values and principles that underpin work with children and adults in the Catholic Church;
· Handover meeting between old and new post holder wherever possible, or a handover briefing/report that details key issues and work in progress; 
· Knowledge of relevant national and local Church safeguarding structures; 
· Understanding about the role in the parish/Diocese/Religious community;
· Knowledge of where to turn for support and guidance in own job/role;
· Policy on or arrangements for supervision and support;
· Contact details for key colleagues;
· Information about relevant meetings e.g. national safeguarding meetings; cluster meetings; local meetings;
· Information about how to contact statutory and other key services;
· Key relationships and stakeholders;
· Information about the names and location of groups and organisations working/ministering with children and adults in the parish/ Diocese/ Religious Community and the names of leaders;
· Where and how to access the national safeguarding standards, policies and practice guidance; focusing on those relevant to the role;
· Provision of quick guides to particular procedures;
· Where and how to access local safeguarding procedures;
· Expectations regarding confidentiality;
· Administrative processes e.g. record keeping; IT systems; 
· Local procedures for approving training, expenses etc;
· Relevant reading including externally and internally commissioned reports;

[bookmark: superv_support]
Supervision and Support
Supervision
Supervision is an essential means of providing professional support and guidance for safeguarding coordinators, officers/advisers and where the need is identified, safeguarding representatives. It is the process which ensures that the work of the Church reaches agreed standards and is compliant with to the national policies and practice guidance of the Catholic Church in England and Wales and wider recognised good practice standards.  
Supervision should address, where relevant to the role, matters such as roles and responsibilities, strategies for individual case management, strategies for prevention and management of risk in the community, appropriate use of resources, safe recruitment of volunteers, delivery of training programmes, ways of working with those accused or convicted of abuse and dealing with the emotional impact of the work.
Supervision supports the learning and development needs of the individual by identifying gaps in knowledge and practice and recommending ways in which to address such gaps. It can also highlight that learning is taking place and practice is improving, and should be experienced by the supervisee as a supportive process.
Supervision arrangements should address who is responsible for decision making, and the lines of accountability for other matters.
Authority and Responsibility
Bishops and Leaders of Religious Congregations hold ultimate responsibility for ensuring that arrangements are in place for the professional supervision of safeguarding coordinators/safeguarding leads, although this responsibility may be delegated to other roles within the diocese or religious congregation.
Persons involved in putting in place arrangements for the supervision of safeguarding coordinators must understand the role and its responsibilities.
Supervision should be made available to lead safeguarding roles as follows:
· Provided on a one to one basis and at least monthly (pro-rata for non-full-time roles), and more frequently if there are obstacles or changes that require resolution.  However, in appropriate circumstances, it may be possible for supervision sessions to be shared, for example, where individuals in the same Diocese or involved in the same casework could benefit from joint discussions;
· Provided by a suitably qualified safeguarding professional[footnoteRef:1]  who must be trained in supervision skills and possess an up to date knowledge of the legislation, policy and research relevant to safeguarding and ideally should have an understanding of the specific context of the Church; [1:  In the case of a retired professional with safeguarding expertise, this requirement will be satisfied where the individual’s name is entered on an appropriate professional register, such as that held by the Health and Care Professions Council and who is in compliance with the continuing education requirements attaching to registration.  This provides assurance around the maintenance and updating of specialist knowledge and proficiency.  Where the retired individual is not from a regulated profession, the Safeguarding Commission will need to be satisfied that the individual is taking appropriate on-going measures to ensure that he/she is maintaining and updating their specialist knowledge and proficiency.] 

· Professional supervision should be provided under the terms of a written agreement / contract between the supervisor and the relevant church body, which should be reviewed annually;
· The supervisor should be expected to:
· Prepare for supervision sessions;
· Review progress since previous session;
· Advise on case management, assessments, legislation, and research;
· Advise on general safeguarding issues in the Diocese/Religious community;
· Assess learning and support needs;
· Support implementation of policies and procedures;
· Promote sound interagency working;
· Provide feedback on quality of practice;
· Help the supervisee to deal with stressful situations and overcome barriers to good practice;
· Hold supervision sessions in a private and undisturbed location;
· Keep a written record of the supervision and provide a copy to the supervisee; making explicit the issues discussed, decisions made and action agreed;
· Maintain confidentiality of the discussion unless there are serious concerns which require information to be shared with another appropriate person. 
· Keep records in a secure place that cannot be accessed by others; 
· Rearrange cancelled sessions as quickly as possible;

· Supervisees should be expected to:
· Commit to regular supervision and prepare for each session;
· Present items for inclusion on an agenda;
· Update the supervisor on case issues and progress on actions previously agreed;
· Update the supervisor on general safeguarding issues in the Diocese/Religious community;
· Raise problem areas for discussion e.g. personal feelings, barriers to good practice;
· Contribute to identifying their own learning and development needs;
· Implement actions agreed;
· Raise concerns about the quality of supervision with their line manager if a direct approach to the supervisor does not bring about improvement.
[bookmark: table_6]
The role of the Religious Safeguarding Lead generally requires less intensive involvement in safeguarding processes than Safeguarding Coordinators and the level of supervision and support provided for them can reflect this. 
Support 
Support, rather than supervision may be considered to be more appropriate for Parish Safeguarding Representatives and local arrangements can reflect this.  
“Support” means the provision of information, advice and guidance, and access to a named person responsible for this. It also means providing a listening ear when necessary.
Arrangements for support for Parish Safeguarding Representatives should be made by Safeguarding Coordinators and Parish Priests.  It is not necessarily a one to one arrangement. It is a less intensive arrangement than supervision and can be provided in groups, at Deanery meetings or training events, by telephone or email contact or through newsletters. 
Parish Safeguarding Representatives should not be left without contact or support for indeterminate periods of time.  Lack of contact with and support from the local safeguarding structure can expose individuals to feelings of stress and the Church to avoidable risks.  

The following are some of the ways that Parish Safeguarding Representatives can be supported:
· Participation in an induction programme which commences at the time of their appointment;
· Access to the standards, policy and practice guidance, appropriate to role;  
· Provision of a contact telephone number and email address for their named contact in the safeguarding office;
· Attendance at deanery meetings for training and information sharing;
· Annual networking events with their peers;
· Information updates about changes to standards, policy, practice guidance, wider good practice; local arrangements.

[bookmark: training]Training
There are many ways of gaining knowledge which are effective and valid; these include attendance at conferences, supervision sessions, meetings, consultation with colleagues, reading of books, journals etc., but for the purposes of this document, “training” is used to refer to formal, organised sessions which are attended by the role holder and which have learning outcomes defined at the outset.
Training needs are to be matched by training opportunities so far as resources allow, all safeguarding role holders should have access to training and development opportunities commensurate with their role and responsibilities.
[bookmark: table8]The CSSA training framework sets out the mandatory and other suggested training for different roles within the Church.
[bookmark: appraisal]
Appraisal
Appraisal is a process which complements supervision sessions that take place throughout the preceding year. It provides an opportunity for acknowledging achievements and success in a formal and focused way, as well as looking at areas of performance that require improvement or further development.
It is a shared process which culminates in a meeting between the role holder and their supervisor/ manager, usually on an annual basis.  The process should review what has gone well, areas for development and identify objectives for the next 12 months, as well as training and development needs.

It is the responsibility of the Bishop/Religious Leader or their delegate to ensure that the Safeguarding Coordinator/Safeguarding Lead receives an annual appraisal, with contributions from those who can comment on the practice of the person concerned.  
[bookmark: policy6]
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