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VOLUNTEER MINISTRY POSITION DESCRIPTION

Parish DBS Support

Responsible to: Parish Priest and/or Parish Safeguarding Representative
DBS Required: No
Line Management of Volunteers: No

PARISH OF: ________________________________________________________________________

Overview
The Parish DBS Support assists the Parish Priest and Parish Safeguarding Representative with the recruitment of people/volunteers to roles within the parish and has the responsibility for facilitating the DBS Disclosure procedure at parish level to ensure that everybody who is required to; goes through the safer recruitment process.

Person Specification

Main Responsibilities
· Assist those with a DBS in the parish to access and complete the necessary online forms for DBS application
· ID verify those with a DBS role in the parish for new DBS certificate or renewal
· Send and review references for new volunteers
· [bookmark: _GoBack]Submit DBS applications to the Safeguarding Service Safe Recruitment Team
· Keep accurate records of DBS and training in the parish

Person Specification
· Administrative, office systems or similar comparable experience	
· Excellent interpersonal skills to work in partnership with parishioners and colleagues			
· Excellent organisational skill, able to prioritise and meet deadlines 			
· Ability to work with complete discretion and confidentiality 				
· Ability to project a friendly, but professional manner with Parishioners			
· Good level of IT literacy 					

Commitment: 
Ability and commitment to perform the role for a minimum of 2 years (after initial training)

Protection of Children and Adults at Risk: 
· To familiarise themselves with National Safeguarding Policies. 
· To refer any concerns about a child to the Safeguarding Representative in the Parish.
· To renew DBS and training every 3 years in line with Diocesan safe recruitment policy.
· To attend meeting and training sessions organised by the Safeguarding Service



Training Commitment

The Diocese of Westminster has a commitment to promoting the culture of safeguarding in all that we do and everyone undertaking a role on behalf of the Diocese must complete safeguarding training every 3 years. To access the online training please visit: https://rcdow.org.uk/safeguarding/traning-dates/ 
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