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Preparing For Audit
A Guide for Level 1 Religious Life Groups 
(Enclosed and Apostolic)




Introduction

This guidance is intended to support Religious Life Groups (RLG) audited at Level 1 (both Enclosed and Apostolic) to complete the CSSA self-assessment form and prepare for a safeguarding audit. The guidance is designed to be read alongside the CSSA self-assessment form; it is split into individual sections which relate to each of the eight national safeguarding standards, and suggests what evidence or information is relevant to the self-assessment questions. You may wish read the relevant CSSA Maturity Matrix (there are bespoke versions for Enclosed and Apostolic Orders), which provide further details of the evidence or activity related to the standards, as well as how the CSSA grades this. It may also assist you to refresh your memory of the standards, which can be found at: https://catholicsafeguarding.org.uk/resources/the-eight-national-safeguarding-standards/ 

The Audit Process

This will depend on the size and type of your RLG, but in all circumstances it will involve the completion of a bespoke self-assessment process by you and a subsequent visit from your appointed CSSA Quality Assurance Analyst. Self-assessments are most effective when jointly produced by group members, so do support relevant members to contribute to the process. Although the Analyst will use the document to inform the CSSA audit, you should use the self-assessment as an opportunity to reflect on your Group’s ministry and practice in relation to safeguarding. The self-assessment information will be supplemented by interview evidence gathered by the Analyst during their visit; these interviews comprise conversations about the unique safeguarding considerations of your Group, as well as more general safeguarding practices and principles. The interviews will always involve your Religious Leader and Safeguarding Lead; further interviews may take place depending on the governance arrangements, size and ministry of your RLG. It is helpful to speak to RLG members without specific safeguarding roles, in order to assess whether an awareness of safeguarding expectations is embedded throughout the RLG. 

The CSSA will provide your Group with a written audit report within ten working days of completion of the audit visit (or the submission of additional evidence requested at this visit); you will be given four weeks to review the report, check for factual accuracy and fairness, and make any representations to the CSSA prior to the report being finalised. The CSSA may make recommendations on how your Group can develop in relation to individual standards; in these circumstances, clear actions will be identified and you will be able to access support from RLSS to implement changes.



General Advice
The CSSA recognises the rich diversity of Religious Life Groups and acknowledges that certain areas of safeguarding practice may be outside the experience of some Groups; the audit process for RLG has been designed to accommodate this and the CSSA does not expect individual Groups to be able to provide evidence of the full range of possible material or behaviours. You should not assume that an absence of certain evidence indicates a failure by your Group; the CSSA analyst will always consider the specific characteristics and ministry of your Group and draw on their professional judgement to relate this to the national safeguarding standards. RLG audited at Level 1 are unlikely to have had any safeguarding concerns reported to them or to have active safeguarding cases. Consequently, an assessment will be made as to theoretical arrangements for receiving and managing concerns.  If you have any queries during the self-assessment process then you should feel free to contact the CSSA Analyst or RLSS for advice; audit is a joint process and the CSSA will work with you to ensure that you are able to fully engage and provide your best evidence. Be assured that your Group will be conducting regular activity that relates to the national safeguarding standards; the aim of this guidance is to show the relevance of your ministry to the standards and vice versa.

	Standard 1 - Safeguarding is embedded in the Religious Life Group’s leadership, governance, ministry and culture

	Considerations
	[bookmark: _Hlk93588570]Possible Evidence

	This standard relates to the role that safeguarding plays at the different levels of your Religious Life Group.

How is your Group governed? Who is in your leadership team? What leadership groups/ meetings do you have? Which elements are in this country and which are abroad? How often do any meetings occur and what topics are discussed?

Do you have designated roles within your Group? Does anyone in your Group lead in relation to safeguarding? What aspects of safeguarding might you liaise with RLSS about?

What are the principles of how your Group keeps community members, and any lay people who interact with the Group, safe? Is this written down anywhere?

Does your Group use Integrity in Ministry to shape its actions and hold each other to account?

	- A formal written safeguarding policy or statement, which may comprise part of a larger safeguarding manual or official document pertaining to your Group.
- A brief safeguarding statement or commitment featured on a Group website.
- A summary of the general safeguarding ethos of your Group, which may or may not be formally recorded anywhere.
- Any other rules or constitution which your Group abides by.
- Any document or online statement detailing the roles and responsibilities of community members, particularly in relation to safeguarding.
- A safeguarding action or work plan.
- A summary of the governance arrangements for your Group.
- Minutes (redacted excerpts) from any meeting where safeguarding matters are discussed.
- Evidence of RLSS/CSSA liaison.
- Evidence of the dissemination and use of Integrity in Ministry




	Standard 2 - Communicating the Religious Life Group’s Safeguarding Message


	Considerations
	Possible Evidence

	This standard relates to how your Group communicates about safeguarding, to members and the wider public.

What methods do you use to communicate important messages within your Group? Does safeguarding ever feature in these communications? Is physical safeguarding information available to your members?

Do you maintain a website or any premises to which the public has access? Are there any safeguarding messages in these spaces?

Do you have a formal or informal plan for how you will communicate about safeguarding and who you will communicate with?

Do you interact with the Diocese or any other organisation/ church body in relation to safeguarding? Is any part of your premises used by the local parish or other groups?

	- A formal written communication policy, which may comprise part of an overarching safeguarding policy.
- Internal newsletters or bulletins.
- Safeguarding messages or statements on any Group website.
- Safeguarding posters or information displayed in Group premises.
- Links with other church bodies/organisations.



	Standard 3 - Engaging with and Caring for those who report having been harmed


	Considerations
	[bookmark: _Hlk93589169]Possible Evidence

	This standard relates to how your Group interacts with anyone reporting that they have been harmed, or anyone who may either be at risk of harm or in need of additional support; this might be a community member or someone from outside the Group. 

Can people visit your Group or access your premises (e.g., retreat facilities, chapel at ease)? Do you receive new members? Would community members feel confident to respond to a disclosure from any of these people?

Has your Group ever received a disclosure of abuse? Do you have a written policy or guidance for how to respond to a disclosure? 

Does your Group support elderly or infirm members within your premises or in a formal care setting? Are any external organisations liaised with to obtain support for these Group members (e.g., local authority care, specialist medical support)? Has your Group provided any other additional support to members (e.g., counselling, external Spiritual Direction)? Are other community members or employees involved in providing support or care?
Would community members feel confident to recognise and report concerns about themselves or other members?

Has does the Group leadership assess the wellbeing of community members?

	- Any evidence of receiving and responding to concerns, including liaison with RLSS.
- Formal policy for supporting those who report being harmed, which may comprise part of an overarching safeguarding policy.
- Meeting minutes or internal communications where relevant guidance or knowledge has been discussed or shared.
- An understanding of how to respond to an allegation compassionately and appropriately.
- Evidence (redacted) of individual meetings between leadership and members.
- Any document or information regarding how the Group supports elderly or infirm members (e.g., Infirmarian role description, internal care rota).
- Meeting minutes or internal communications where support services have been discussed or signposted to.
- Links with and signposting to support services.
- Evidence of additional support to postulants/novice members.



	Standard 4 – Effective Management of Allegations and Concerns


	Considerations
	Possible Evidence

	This standard relates to how your Group manages any concerns, allegations, or internal grievances/complaints.

Has your Group dealt with any allegations or concerns that were reported by someone outside of the Group? Has a Group member reported abuse (whether historical or current, relating to any party)?

Has your Group dealt with any internal grievances or complaints that required some investigation, assessment, or mediation? 

Has your Group given any thought to, or had any experience of, the abusive behaviours that can sometimes occur in communities (e.g., bullying, spiritual abuse)? Have you learned from the experiences of your own or other communities?

Does your Group have a written policy about how to manage an allegation or concern? Would your members feel confident to manage an allegation or concern? Who within your Group would need to be informed of an allegation or concern?

Has your Group kept any records of allegations or concerns? Does your Group have the facility to make and securely store records of concerns or allegations? Does your Group process any data relating to members of the public (e.g., online customers, retreatants, grant applicants)? Does your Group have privacy or data processing notices/guidance?

Does your Group know how to liaise with statutory services, such as the Police, Local Authority or Charity Commission? Does your Group have any existing links with these services (e.g., a local neighbourhood officer, Adult Services contact re. care of elderly members)?

	- Any evidence of managing concerns, allegations or internal grievances/ complaints, including liaison with RLSS.
- Guidance/policy on managing allegations, which may comprise part of an overarching safeguarding policy document. 
- Evidence of members searching out information on relevant matters, such as spiritual abuse.
- Evidence of liaising with other Groups to learn from their experience, including through RLSS.
- Evidence relating to how any internal disputes are managed and/or mediated.
- Evidence of engagement with statutory services, for any reason.
- Evidence of secure data storage facilities (e.g., locked filing cabinets for member paperwork, password-protected computer).
- Data protection notice, privacy notice, or any other documents or policies relating to how the Group processes data.



	Standard 5 – Management and Support of Subjects of Allegations and Concerns (respondents)


	Considerations
	Possible Evidence

	This standard relates to how your Group responds to any members who might be subject to a complaint, grievance, concern or allegation; it includes matters arising within the Group as well as those connected with an outside party.

Has your Group had to support a member who was subject to an allegation, concern, complaint or grievance? If so, did you obtain support from RLSS?
Does your Group have a written policy regarding how to support and manage a member if they were subject to a concern? What support would your Group offer? Would members feel confident in providing this support?

Does your Group have access to canon/civil/criminal lawyers? Would it be possible for a member to reside away from, or separate to, the Group during any investigation? What practical and emotional support would you offer? Has your Group ever provided accommodation to Religious from another Group (or secular clergy), when they were subject to an investigation?

	- Any evidence of managing and supporting those subject to an allegation, including liaison with RLSS.
- Written policy for the support of respondents, which may comprise part of an overarching safeguarding policy document.
- Evidence of support processes.
- Dedicated support person role description.
- Links with relevant lawyers.
- Alternative accommodation for any member respondent, or any reciprocal arrangement with another Group.
- Meeting minutes or internal communications where relevant guidance or knowledge has been discussed or shared.




	Standard 6 – Robust Human Resource Management

	Considerations
	Possible Evidence

	This standard relates to the safe management of Group members, employees, volunteers and service users.

Does your Group have any employees or volunteers? Do any lay persons enter the Group premises to provide a service or support, or otherwise contribute to your ministry? How does your Group ensure that they are safe to do so?

Does anyone in your Group (community member, employee or volunteer) require a DBS check? Does anyone who visits your Group (e.g., care staff) require a DBS check? How do any DBS checks take place?

Does your Group accept members from overseas or those exploring their vocation? What checks are completed to ensure that they are suitable to reside with your Group? How does your Group ensure that they understand safeguarding policies and processes? 

How can people raise concerns about the safeguarding practice of your Group? Does your Group have written complaints or whistleblowing policies? Is there an informal process by which Group members can raise concerns or grievances within the Group? Can the public provide feedback via any Group website? What arrangements does your Group have for canonical visitations?

	- Safer recruitment policy and/ or evidence of relevant processes (e.g., references).
- DBS certificates and tracking records.
- Evidence of induction processes for overseas and postulants/novice members.
- Evidence of obtaining Testimonials of Suitability and other checks for overseas members.
- Evidence of safeguarding input in formation processes.
- Evidence of additional support to postulants/novice members.
- Complaints policy.
- Whistleblowing policy.
- Grievance process or policy.
- Online feedback forms.




	Standard 7 – Training and Support for Safeguarding


	Considerations
	Possible Evidence

	This standard relates to Group members, employees and volunteers completing training to support safeguarding practice, and being supported to do this.

Is your Group aware of the training courses available from RLSS? Have any group members completed RLSS training? Have any courses been booked? Has training or guidance been accessed from any other provider?

Has your Group assessed which members would benefit from safeguarding training? Have those in positions of responsibility (e.g. safeguarding lead, trustees) received training specific to their role? Are there any areas of safeguarding for which your Group would like to access training? Where training has taken place, how did you assess whether it was beneficial?

Is training ever discussed in your Group? Do the requirements of your Group’s ministry allow time for accessing training?

	- Certificates from RLSS training sessions.
- Certificates/attendance records from any other safeguarding training.
- Future training bookings.
- Evidence of enquiries with training providers.
- Evidence of community members sharing safeguarding knowledge/delivering training.
- Evidence of training being discussed or evaluated in meetings or written communications.





	Standard 8 – Quality Assurance and Continuous Improvement


	Considerations
	Possible Evidence

	This standard relates to how your Group monitors and assesses its safeguarding practice, and uses any learning to make improvements.

Has your Group entered a contractual arrangement with RLSS or CSSA?

Has your Group engaged with RLSS or the CSSA to understand and prepare for the audit process, including attending workshops? Has your Group worked with the Diocese, or any other church body or organisation, to assess and/ or improve practice?

What processes are in place for reporting any concerns to the Group leadership? Has your Group been able to obtain learning from safeguarding incidents occurring elsewhere in the Church? Are case outcomes and learning shared within the Group? Has your Group changed any processes on the basis of learning?

	- Completed CSSA self-assessment form.
- Minutes from leadership meetings.
- Reports of safeguarding incidents submitted to trustees/Group leaders.
- Emails disseminating learning from incidents.
- Attendance at CSSA workshops.
- Engagement with RLSS and CSSA, including signing of contracts.
- Feedback obtained from community members or service users.
- Previous engagement with Group audit or assessment.
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