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1. Contents and timetable

This tender relates to ………	Comment by Author: Insert a brief overview of the tender. No more than a paragraph.
Good to include: 
Objectives of the contract, duration of the contract including options to extend, where the service will be delivered, who the contracting authorities are. 



xxxxxx would like to thank you for your interest in this opportunity.  This document contains the questions that you will need to complete and return, in addition to all supporting information about the xxxxxxx requirements and the evaluation process. 	Comment by Hughes, Joni: Add in your name	Comment by Hughes, Joni: Add in group name
The contents are detailed in the table below:
	
Section Number & Content
	
Requirement on you as the Bidder

	1
	Contents & Timetable
	Information provided about this Invitation to Tender (ITT) plus the xxxx requirement	Comment by Hughes, Joni: Add group in

	2
	Specification
	

	3
	Tender Evaluation
	

	4
	Bidders response section
	The ITT you will need to complete and return as the Bidder 

	
	Instructions
	

	
	Potential supplier information
	

	
	Financial  	Comment by Author: Note when completing:  Delete this section if you do not use it (see detail in bidders response section)
	

	
	Insurance
	

	
	Professional and business standing information
	

	
	Policy compliance
	

	
	Policies for adults and children’s services	Comment by Author: Note when completing:  Delete this section and the corresponding section in bidders response section if you are not buying Adults or Children’s services.  
	

	
	Scored Quality Questions
	

	
	Scored Price Questions
	

	5
	Standard requirements
	Bidder to complete

	5.1
	Declaration
	

	5.2
	Form of tender
	

	5.3
	Freedom of Information Legislation and Confidentiality Declaration
	

	6.0
	Tender submission checklist
	





Timescales
The intended timetable for this ITT is in the table below.  
	
	Stage	
	
Date

	ITT issued to Bidders
	Insert date ITT to be issued

	Deadline for clarification questions to xxxxx	Comment by Hughes, Joni: Add name in
	Insert date 1 week before tender close

	Deadline for Bidders to submit this completed ITT 
	12PM Insert date minimum of at least 3 weeks after ITT issued

	Planned notification of the result to Bidders
	Min 1 week/ Maximum 2 weeks after deadline date 

	Contract start date
	10 days after planned notification date.	Comment by Author: Note when completing.  If you have sufficient time, allow for 10 days after planned notification for contract start date.  If there is insufficient time, allow for at least 3 days after planned notification to contract start date.  
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If the specification for your tender is large and/or includes lots of attachments such as drawings or Appendices, it may be better to create a separate specification document.  If this is the case, please include the Purpose and Background section only and refer bidders to the separate document/s.

	1. 
	Introduction

	
	Include:
· an introduction to the xxxxx; 	Comment by Hughes, Joni: Add name in
· an introduction to the specification, its purpose and composition; 
· disclaimers, caveats etc. 


	2. 
	Scope

	
	
Include the broad scope of the requirement:
· A brief description of the services that are required.
· what is included; 
· what is excluded; 
· The reason why the services are required (eg A new requirement or to replace a contract that is expiring).
· The length of the contract, including any potential extension period. 
· treatment of assets, and staff where TUPE transfers are anticipated 


	3. 
	Background 

	
	Provide background information to help suppliers see the requirements in context. 

Subjects to cover can include: 

· an overview of the business including an outline of the business strategy and the role of this requirement within it; 
· an overview of relevant business objectives; 
· the objectives of the procurement; 
· relevant history and recent developments; 
· description of the business activities in the area affected by procurement for example: 
· business functions and processes 
· organisation and staffing: roles and responsibilities 
· stakeholders 
· information flows 
· current service support 
· quantitative aspects of current operations; 
· relevant future developments; 
· policies, standards; 


	4.
	Objectives 

	
	The objectives are to:
· Xxx
· Xxx
· xxx


Include objectives such as:  
· Implement a service that will be available across Herefordshire.
· Implement the service by XXXX date.
· Implement a service which will provide xxx hours/ days/ units of support.
· Improve quality by XXX.
· To develop an approach based on best practice across the sector.
· Reduce costs by XXX.
· Produce a report that sets out xxxx.
· Advises the xxxon xxxx.	Comment by Hughes, Joni: Add group name in


	5.
	Description of Service to be provided – The Requirements

	
	
Include a description that is relevant to what you are buying.  This needs to include enough information so potential providers understand what your needs are. 
 
These may be details such as:
· Location details of services to be delivered at.
· Requirements to be included within a report.
· Timescales that service is to be delivered within.
· Accreditations/ professional qualifications required to deliver the service.  
· Engagement with stakeholders required. 
· Additional information that will be provided by the xxxxx(eg data, documents to be provided)	Comment by Hughes, Joni: Add group name in
· Any limitations/ requirements about the services to be delivered.  (eg if you are buying consultancy services, can it delivered off site.  Advise what your requirements are regarding project reporting).  
· Security - Describe any specific security requirements appropriate to the requirement. 
· Training
· Maintenance and support



	6.
	Constraints


	
	Include here any requirements that may constrain the supplier's solution. Examples include: 

· timing considerations (e.g. cannot start before, or must be complete by); 
· the need to time delivery or service provision with other suppliers;
· the need to interface with other organisations' IT systems

	7.
		Performance Measures and Project Success. 

	




	
	Include a description of what successful project completion shall look like 	Comment by Author: Note for Completion: This section should focus on Performance Measures rather than contract management. There is a section below for CM.
 


This section should focus on Performance Measures to evidence success.

This section could include:

· A clearly defined and agreed level of service or performance standard
· Key Performance Indicators - define SMART KPI’s where possible although these may   need to be updated/ refined dependent on the outcome of the procurement (especially for outcome specs)
· KPIs should reflect the strategic objectives of the contract – e.g. focus on quality, quantity, finance, timeliness, outcomes, relationships and strategy 
· Limit KPIs to a manageable number
· Means to measure performance against the agreed standard – who will be responsible, how will information be collated and reported. What systems will be required? Access and data sharing agreements


	8
	Contract management requirements 

	
	Include a description of what your requirements are for ongoing contract management and requirements on completion of the contract.

Include requirements covering contract management, for example: 

· Communication and governance routes
· Roles and responsibilities of client and supplier teams
· Frequency of contract meetings
· Management information requirements
· Data and performance management and reporting requirements
· Contract monitoring arrangements
· Agreed break points and contract review processes
· Problem resolution paths, escalation and dispute resolution procedures
· Mechanisms for managing underperformance
· Change management 

	9.
	Mobilisation/ Transition requirements 

	
	Include in this section requirements for the period between awarding the contract and delivery of the goods or services. This should also include acceptance by the customer, where relevant. 

In complex procurements it can be useful to request information on methodologies and processes the supplier will use in implementing its solution such as: 

· project management 
· risk and issue management 
· in IT projects, application development 

	10.
	Business Continuity and Emergency Planning

	
	If the product or service is deemed as being ‘critical to thexxxx’, include a requirement for the supplier to have business continuity arrangements in place. 	Comment by Hughes, Joni: Add group name in


	11.
	Contract exit and transition plans

	
	Include requirements at contract exit

· Supplier to provide a detailed exit plan to cover exit and transition – timeframe
· Information and knowledge transfer
· Data transfer requirements


	12.
	Budget

	
	The maximum budget for this contract is XXXX. The xxxx will not consider submissions above this budget.  	Comment by Hughes, Joni: Add group name
or
The estimated budget for this contract is XXXX.

You can provide a maximum budget if you have a good understanding of the anticipated costs, either from a previous contract or from completing soft market testing.  

You can provide an estimated budget if you have some understanding of the anticipated costs, but do not wish to rule out higher cost bids.  

If you do not wish to provide a maximum or estimated budget, remove the budget section.



[bookmark: _Toc15463802]

3. Tender Evaluation
Following receipt of Tender responses, an Evaluation Panel consisting of the Xxxxxxxx Officers, and any other external consultants as deemed necessary, will be constituted.
Copies of the Bidders responses will be distributed to panel members, on the condition that they remain confidential.
The Xxxxxxxx will evaluate the Tenders against the criteria listed below to establish a ranking of Tenders, in terms of the most economically advantageous Tender. Bidders may be required to answer written queries during the evaluation period to provide clarification regarding their Tender.
The Tender evaluation will allow the Xxxxxxxx to primarily select the Tender that represents best value for money.
The Xxxxxxxx shall not be bound to accept the lowest priced Tender.
Tenders submitted without all the information required for the evaluation criteria will be considered incomplete and may therefore be rejected.  Tenders must be submitted as requested in the Bidders response section or they may be rejected.  
Evaluation Methodology 
[bookmark: _DV_M70]The following evaluation scheme will be adopted:
Responses will be evaluated in line with the following scoring systems. The scores generated for each question will be combined to provide an overall score which will determine which organisations will be shortlisted. 
There will be different marks awarded to different categories of questions. The table below shows the marks allocation.

Questions ‘Pass/Fail’’
1. The information provided by organisations in response to these questions is information necessary to support a Bidder’s application. Your responses in Section 4.0, excluding the ‘Scored’ and ‘For information’ questions, will be evaluated on a satisfactory or not satisfactory basis. If any of your responses in this section are deemed not satisfactory your Tender will be rejected.  Where this is the case, the ‘Scored’ questions will not be evaluated.  

Questions That Are ‘Scored’
1. ‘Scored’ criteria require an assessment to be made concerning how well an organisation meets a particular requirement.  There are several such criteria, contained within the following sections (shown here with the overall percentage weighting that will be applied).







	
Scored Criteria
	
Weighting (%)	Comment by Author: Tip:
When deciding on your weightings, you should consider the relative importance of Cost Vs Quality for the project. 

You may want to put more emphasis on price if your requirement is straightforward (e.g. commodity purchases or simple services).  Suitable where your spec is very prescriptive and specifies a process or standard (input spec).

Your quality weighting may be higher where the performance and technical skills of the supplier is of crucial importance to achieving the required outcome.  You may also be looking for supplier innovation/added value, continuous improvement etc.

	Cost Element

	50%	Comment by Author: Note when completing: Cost element may also have sub weightings - if this is the case you will need to make amendments to this table

	Quality Element 
See below for sub-weightings
	50%

	Q1- Service delivery
	20%

	Q2 - Experience 
	20%	Comment by Author: Note when completing: If you add more questions in the quality section, update this table to reflect this.  Ensure that cost and quality equal 100%, and that the sub weightings for quality equal the quality score. 

	Q3 - Social value
	10%



Scoring
The following example illustrates how Cost and Quality elements in the “Scored Criteria” table will be scored.

Cost Element 
Cost will be scored as a comparison of your bid to that of the lowest compliant bid received as follows:
% scored = (lowest bid / your bid) * Cost Weighting 
Quality Element – Questions asked within the Questionnaire will be scored out of 10 using the Marking System below.  
The score will be calculated to reflect the percentage weighting applied to that question (as shown below) and will contribute to the overall Quality Weighting:
% score for each question = your score / maximum score available x question weighting.
The Cost score and the Quality score for each question will be added together to provide a Total score. The highest scoring tender will be recommended for acceptance.
Evaluators will allocate scores based on the following model:-
Requirements evaluation criteria
	SCORE
	CATEGORY
	CONTRACT OBJECTIVES / REQUIREMENTS

	0
	Unsatisfactory
	Does not meet the requirement. Does not comply and/or insufficient information provided to demonstrate that the Tenderer has the understanding and skills required to provide the services, no evidence to support the response. 

	1
	Poor
	Significant reservations regarding the Tenderer’s understanding and skills required to provide the services, with little or no evidence to support the response.

	2
	Partial
	Some reservations regarding the Tenderer's understanding and skills required to provide the services, with minimal evidence to support the response.

	4
	Satisfactory
	Satisfies the requirement. The response demonstrates the understanding and skills required to provide the services, with evidence to support it.

	7
	Good
	Satisfies the requirement with some additional benefits. The response demonstrates the understanding and skills required to provide the services. Response identifies factors that will offer potential added value, with evidence to support the response.

	10
	Excellent
	Exceeds the requirement. The response demonstrates exceptional understanding and skills required to provide the services. Response identifies factors that will offer potential added value and may also contain innovation, with evidence to support the response.



4. Bidder’s Response Section
[bookmark: _Toc15463803]Instructions
In order to demonstrate how the Bidder will provide the Service that fully meets the requirements as detailed in the Specification, the Xxxxxxxx requires the Bidder to provide a response to the quality and price questions within this section.
[bookmark: _Toc283216531]The Bidder must assume that assessors will have no prior knowledge of the organisation and must provide all information they wish to be considered as part of the Tender evaluation. This may include quantitative evidence to support responses to the questions asked.
Please read and comply with the following points:
1. It is important that you answer all the questions as fully as possible unless indicated otherwise.
1. Do not change the format of the response documents as they will be used for the official scoring.
1. Save this document and complete your response within this document, in the boxes provided.  Please change the document name to ‘[Your organisation name] ITT response’ and upload to the etender portal.
1. Return the ITT document in Word format.  Do not upload in PDF version.  
1. Do not send any general marketing material or promotional information for your organisation by way of answers to any of the questions.
1. Do not insert or embed documents or website links within this response.
1. Do not attach additional documents in response except where otherwise directed.
1. If you are part of a corporate group, please answer the questions specifically for your organisation (not the group).
1. Failure to fully complete this Invitation to Tender and comply with the instructions may result in disqualification of the Tender submission.
1. The name of the Organisation submitting the Tender must be clearly marked on all pages of any documentation provided if supplied as attachments.
1. All questions must be answered in full.
1. [bookmark: _DV_M77]All documents must be written in English.
1. [bookmark: _DV_M78][bookmark: _DV_M82][bookmark: _DV_M96][bookmark: _DV_M104]Tenders not submitted in accordance with the above requirements may be rejected
Please answer the table below in full.

	Question
	Response

	Potential supplier information:  For Information

	Full name of the potential supplier submitting the information

	

	Contact name and contact position (job title) for enquiries about this submission
	

	Registered office address (if applicable)
	

	Registered website address (if applicable)
	

	Trading status 
a) public limited company
b) limited company 
c) limited liability partnership 
d) other partnership 
e) sole trader 
f) third sector
g) other (please specify your trading status)
	

	Company registration number (if applicable)
	

	Charity registration number (if applicable)
	

	Registered VAT number 
	

	Trading name(s) that will be used if successful in this procurement
	

	Are you a Small, Medium or Micro Enterprise (SME)?
See definition of SME https://ec.europa.eu/growth/smes/business-friendly-environment/sme-definition_en
	[bookmark: _3dy6vkm]Yes/ No

[Please delete as appropriate]


	Details of immediate parent company:
 
- Full name of the immediate parent company
- Registered office address (if applicable)
- Registration number (if applicable)

(Please enter N/A if not applicable)
	

	Financial: Pass/ Fail	Comment by Author: Note When Completing: This is an optional section but subject to the risks and values as outlined in the highlighted sections below.  

	
Please complete the Financial Standing workbook and upload to the tender portal




The financial standing workbook should be requested for tenders where:
· The Xxxxxxxx shall hold any risk of upfront payment (eg software licenses]; or
· The service is deemed critical to the Xxxxxxxx and any loss of service will prevent the Xxxxxxxx from undertaking its statutory/ critical duties.
· The tender value is above £75,000
  If these do not apply, please delete this section and the corresponding section in the contents table (Page 1). 

	
Uploaded/ Not uploaded

[Please delete as appropriate]

	Insurance:  Pass/Fail

	Please provide details of your current insurance cover. We reserve the right to seek evidence or ask that sufficient levels of insurance be in place before award of contract. All price tenders should be based on full insurance levels being in place. ( or willing to obtain prior to contract commencement should you be successful)
	



Insurance cover value

	Employer’s liability: (£5m) 
	£

	Public liability: (£5m)
	£

	Professional indemnity: (£2m)	Comment by Author: Note when completing.  The insurance levels noted for employer’s liability and public liability should not need adjusting for your contract and suppliers would be expected to have these levels of cover in place.  
Professional indemnity insurance is required if you are buying any of the following services:
-  Advice or professional services (including consulting)
  Design services (ie architects, technical services)

If you are buying the above services and you are unsure of the level of cover to specify, please contact the Insurance team at insurance@herefordshire.gov.uk  for advice.

If you are not buying services that require professional indemnity insurance, please delete this line.  
	£

	
Professional and business standing information: Pass/Fail

	
Does any of the following apply to your organisation, or to (any of) the director(s) / partners / proprietor (s)?


	Is in a state of bankruptcy, insolvency, compulsory winding up, receivership or subject to relevant proceedings:

	Yes/ No

[Please delete as appropriate]


	Has been convicted of a criminal offence related to business or professional conduct.
	Yes/ No

	Has committed an act of gross misconduct in the course of business
	Yes/ No

	Has not fulfilled obligations related to payment of social security contributions
	Yes/ No

	Has not fulfilled obligations related to payment of taxes
	Yes/ No


	Is guilty of serious misrepresentation in supplying information
	Yes/ No


	Is not in possession of relevant licences or membership of an appropriate body where required by law
	Yes/ No


	If the answer to any of these is “Yes” please give brief details below, including what has been done to put things right. (500 words)


	

	Policy compliance:  Pass/Fail

	Equality
Does your company have a written Equality statement or policy that demonstrates compliance with the Equalities Act 2010)?
If you are unable to answer “Yes” to this question, you must be able to demonstrate how your organisation complies with the Equality Act 2010.
If you are unable to answer “Yes”, please include your response here:




	Yes/ No

[Please delete as appropriate]


	Modern slavery
Does your company have a written Modern Slavery statement or policy that demonstrates compliance with the Modern Slavery Act 2015)?
If you are unable to answer “Yes” to this question and your turnover is above £36m and a policy is therefore required, you must be able to demonstrate how your organisation complies with the Modern Slavery Act 2015
If you are unable to answer “Yes” and your turnover is above £36m, please include your response here:

	Yes/ No/ Not required 

[Please delete as appropriate]


	Health and safety
Does your organisation have a health and safety policy that complies with current legislative requirements?

	Yes/ No

[Please delete as appropriate]


	xxxxx Policy Compliance Requirements  	Comment by Hughes, Joni: Add group name
In the delivery of this service, your company have been made aware of the following xxxxx policies which you are required to comply with:	Comment by Hughes, Joni: Add in group name
1. the handling of information which can be found following this 
add link
1. Whistleblowing Policy 
Add link
(Please Ctrl+Click to follow the link or copy and paste the address available when hovering over the link into your web browser).
	
Yes/ No




	Armed Forces Covenant – Keeping our pledges:  For information

	xxxxxxxx has signed the Armed Forces Covenant pledging that operationally we will endeavour to uphold the key principles of the Armed Forces Covenant primarily supporting integration into civilian life and ensuring that veterans, serving members and their families are not disadvantaged by their commitment to serving in the armed forces.  We recognise the value serving personnel, reservists and military families bring to the authority and actively encourage our suppliers, and those we contract with, to do the same.	Comment by Hughes, Joni: Add in your name

	

	Have you signed the Armed Forces Covenant?

If not, and you would like to know more about it and the benefits it could bring to your organisation please email - HAFC@herefordshire.gov.uk

	Yes /No

	Policies for adults and children’s services:  Pass/ Fail

	This section only applies to tenders for adults and children’s services.  Please delete this section if you are not tendering for adults/ children’s services.

Safeguarding Policy 
Please confirm you have a safeguarding policy and 
that the following are in place:
1) Localised Safeguarding policies and procedures in place, or would be willing to develop them if successful in your application 
2) Safeguarding training is delivered by a trainer who has gone through validation by a recognised Local Authority Safeguarding board (or would be willing to undergo validation with Herefordshire Safeguarding Boards (HSAB/HSCB) if successful)
3) All safeguarding training will be linked directly to the Competency Framework which is found in the Joint Workforce Development Strategy attached below




4) Mechanisms in place to measure the impact of training to improve the service offered to those who use your service


Principles of the Prevent Duty (Counter-Terrorism and Security Act 2015)
Your organisation should have an understanding of the principles of the Prevent Duty.  Frontline staff in your organisation should be able to identify any children and adults (you provide a service to) who may be vulnerable to radicalisation, and know what to do when they are identified. 
Please confirm this forms part of your Safeguarding Policy Yes/No.

   If you have answered no to either of the above safeguarding     questions please explain why?
     


Please upload a copy of your safeguarding policy onto the tender portal.

   Please label the document “Safeguarding policy”.


    Please upload a copy of your mental capacity act policy onto the tender portal.

Please label the document “Mental Capacity Act Policy” 



The Xxxxxxxx currently works to the Herefordshire Safeguarding Adults and Children’s Board (HSAB and HSCB) policies and procedures, which can be viewed via the links below. Please confirm that you will be prepared to work to the terms of these policies and procedures for Service provision on this Contract.  
https://herefordshiresafeguardingboards.org.uk/herefordshire-safeguarding-adults-board/for-professionals/policies-and-procedures/
http://www.proceduresonline.com/herefordshire_children/
http://www.hscb.herefordshire.gov.uk/


      If you do not have safeguarding policies and/or are not prepared to work to the terms of Herefordshire’s safeguarding policies and procedures framework, please provide reasons. Please note if you have no appropriate policies and/or refuse to work to the terms of the framework it may invalidate your Tender. 


Recruitment of Staff
Does your Organisation have a Recruitment Policy which at least meets the minimum requirements set out below?
1. Up to date and satisfactory disclosures. The Xxxxxxxx requires Enhanced Disclosures to be updated every 3 years.
1. Adopt and implement measures to ensure that Disclosure and Barring Service checks (DBS) are obtained. The Provider will notify the Commissioner immediately of any changes to the DBS status of any staff member, volunteer or sub-contractor.
1. Any Provider who sub contracts work to another Provider is responsible for ensuring that the workers engaged by the sub contractor have up to date and satisfactory Disclosures.
1. The Xxxxxxxx will monitor operation of the contract to ensure that the Provider complies with current Vulnerable Adult/Child Protection procedures.  This may require the Provider to produce to the Commissioner on request an anonymous list of staff that have been DBS checked on an annual basis.
1. No Provider requiring DBS is permitted to commence work on a contract, or take on new tasks, without up to date and satisfactory clearance.

 Staff Application and interview procedures:
1. In respect of all staff (and volunteers where appropriate), the Provider shall be responsible for obtaining the following:-
1. written application forms (which include reference to the requirements to declare any convictions under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.
1. a minimum of 2 written references.
1. interviews with at least 2 interviewers and record of interview compiled.
1. job specifications detailing minimum levels of competence and qualifications.
1. Comply with Safer Recruitment procedures.

If no recruitment policy is in place / not prepared to work to the terms of set out in this section, please provide reasons. Please note that a refusal to work to the terms of the framework may invalidate your Tender. 

	





Yes/ No

[Please delete as appropriate]


















Yes/ No

[Please delete as appropriate]

Uploaded/ Not uploaded

[Please delete as appropriate]


Uploaded/ Not uploaded

[Please delete as appropriate]


Yes/ No

[Please delete as appropriate]













Yes/ No

[Please delete as appropriate]


	Quality questions:  Scored

	Please note any word count/page limits.
Do not attach documents unless specifically informed you may. Where attachments are permitted please use standard formats easily available: Microsoft Office, PDF etc.
You must type your answer in the table below.
The answer boxes expand if required. The current size of the answer box does not reflect the size of the answer.
All questions will be marked in accordance with the methodology described.


	Question
	Weighting

	
1. Service delivery

Please describe how you will Implement and deliver the services outlined within the specification.  Your answer should address the following key points:

· Your approach to delivering the service throughout the process, including but not limited to your approach to assuring quality, compliance and mitigation of any risks.   

· Please provide a brief implementation plan detailing the key milestones. If required, you may add the plan as a further attachment (not included in the word count) however your description of your plan should be included in the text below (and will be included in the page count)  

Max Four sides of A4 (font Arial 11)

	
20%	Comment by Author: Notes for completion: 
If you add additional questions, please adjust the table outlining the scores in Section 3 (Tender evaluation).  
The questions detailed are suggested questions only.  Please adjust these if required to make them more specific/relevant to your project and the information you require to evaluate your tender submissions.  
Here are just a few examples of areas you may want to cover:
Previous experience of delivering similar services
Approach to contract mobilisation
 Approach to delivery all/certain aspects of the contract (including timescales)
Skills, experience and role of the contract delivery team
 Approach to contract management and reporting
Contract exit and handover (where relevant)
 Compliance with Data Protection and processes for managing/storing data
Approach and processes to ensuring Health and Safety of team, the public, etc.  
 On-going support and maintenance
Social value deliverables in the contract




	Question 1: Please add your response here


	
2. Experience

Please provide two examples of how you have successfully delivered similar services in a similar organisation.

Please outline how you successfully delivered the service requirements and how you addressed any issues and risks in order to deliver services on time and within budget. 

Please provide details of the staff/ other resources that will deliver the contract and what each person within the team’s role will be.  


Max three sides of A4 (font Arial 11).


	
20%	Comment by Author: Note for completion:  If you add additional questions, please adjust the table outlining the scores in Section 3 (Tender evaluation).  

	Question 2: Please add your response here


	
3. Social value	Comment by Author: Note for completion:  If you have specific social value objectives that you would like to achieve through your contract, please update this question to reflect these.  
For xxxxxxx social value is defined as the important additional benefits that go beyond the direct function of any services, works or goods that are purchased by us. These can be: 	Comment by Hughes, Joni: Add your group name
i. Social benefits that deliver positive outcomes for individuals and/or communities 
ii. Economic benefits that strengthen a workforce, industry, sector and/or the economy.
iii. Environmental benefits that result in environmentally sustainable business practices and/or an improvement of the environment.


Please advise what social value your organisation would bring to the Xxxxxxxx if you are awarded this contract.  
Max one side of A4 (font Arial 11).
	     10%

	 Question 3: Please add your response here


	Price questions:  Scored

	1. No claim from the bidder will be entertained by the Xxxxxxxx for any mistakes in the 
 information given
1. The bidder shall price all items. No other costs will be accepted other than those in the 
 price question below.
1. Your total price should include all costs, fees, expenses and profits.	Comment by Author: Note for completion:  If certain expenses are to be set out and charged for separately, amend this section to reflect this.

Similarly, if the prices are not going to be fixed for the duration of the contract, you should say how price increases will be managed here.

You should also set out the payment terms for the contract – e.g. monthly in arrears, annually in arrears, % paid on completion of specific milestones etc. 
1. The prices will remain fixed for the duration of the contract. 
1.   Our Payment terms are thirty days from receipt of invoice. 
1. All sums payable by or to the Xxxxxxxx or the bidder are exclusive of Value Added Tax
      (“VAT”). Where VAT is chargeable on such sums, the payer shall pay, upon production of
      a valid VAT invoice by the payee, such VAT in addition to such sums.


	Price Question
	Weighting

	Please submit your fee to deliver the service as per the Specification.

	Total price
	£


Example 1: Adjust the above box if this does not reflect how the service will be procured or you will need more information.  For example, if the contract is for more than 1 year, you may want to ask for the annual value for each year as well as the total price.  
If you are buying consultancy services, you may wish to ask for day rate information if you have included an option for additional services.  

OR 
Example 2: Use the below format if you are pricing multiple items/elements and want to see the breakdown of costs.  

	Cost Element
	Price Year 1
	Price Year 2
	Price Year 3
	3 Year Total 

	One off set up fee
	
	NA
	NA
	

	Goods/ product costs
	
	
	
	

	Service Management Charges/ Annual Support Fees/ Licence fees	Comment by Author: Tip: If you anticipate an annual fee e.g. for maintenance, management or licences, check that you have adequately addressed service level requirements & performance levels in the specification.
	
	
	
	

	Total
	
	
	
	

	Total Price (to be evaluated)
	



	50%	Comment by Author: Note for completion:  If you add additional questions, please adjust the table outlining the scores in Section 3 (Tender evaluation).  

Two examples have been included in this section…amend to suit your requirement and delete the one that’s not used.




[bookmark: _Toc283216493][bookmark: _Toc100648248][bookmark: _Toc95622612][bookmark: _Toc95194837][bookmark: _Toc95034643][bookmark: _Toc95034431][bookmark: _Toc95034285][bookmark: _Toc95034092][bookmark: _Toc95031600][bookmark: _Toc95031553][bookmark: _Toc94337505][bookmark: _Toc94336925][bookmark: _Toc94335501][bookmark: _Toc94334907][bookmark: _Toc94334827][bookmark: _Toc93134258]
5 Standard requirements

5.1 Tender conditions
Acceptance of Tender
The Tender shall constitute an irrevocable offer to perform the Services. The successful Bidder shall conclude a formal Contract with the Xxxxxxxx, which shall embody the Bidder’s offer.
The ITT and the submission of the Tender shall not in any way bind the Xxxxxxxx to enter into a contract with the Bidder or involve the Xxxxxxxx in any financial commitment whatsoever in this respect. The Xxxxxxxx do not bind themselves to accept the lowest, or any, Tender, but at the Xxxxxxxx’s sole discretion, may accept the whole or part of any Tender.
[bookmark: _DV_C86][bookmark: _DV_M142][bookmark: _DV_C88][bookmark: _DV_M143]Any acceptance of a Tender by the Xxxxxxxx shall be in writing. Upon such acceptance the Contract shall become binding on both parties. The Tender shall remain open for acceptance for a period of 6 months from the closing date for receipt of Tenders.
Any acceptance of a Tender is on the understanding that this does not bind the Xxxxxxxx to a single supplier or exclusive contract for the Services supplied.
[bookmark: _Toc283216494][bookmark: _Toc100648249][bookmark: _Toc95622613][bookmark: _Toc95194838][bookmark: _Toc95034644][bookmark: _Toc95034432][bookmark: _Toc95034286][bookmark: _Toc95034093][bookmark: _Toc95031601][bookmark: _Toc95031554][bookmark: _Toc94337506][bookmark: _Toc94336926][bookmark: _Toc94335502][bookmark: _Toc94334908][bookmark: _Toc94334828]Rejection of Tender
The Xxxxxxxx may reject any Tender and proposed solution that is:
1. Incomplete
1. Cannot adequately quantify the whole life costs
1. Introduces additional risk
1. [bookmark: _DV_M107]Submitted later than the prescribed date and time
1. [bookmark: _DV_M108]Not in accordance with the ITT and all other provisions of the Tender Documents
1. [bookmark: _DV_M109]In breach of any condition contained in the ITT 
1. Deemed to not have passed the company credit check which the xxxxxxxx may undertake
1. the xxxxxxxx may reject your bid if it contains caveats, conditions or any other statement or assumption qualifying the Tender response, meaning that, in the reasonable opinion of the xxxxxxxx, the Tender response is not capable of evaluation in accordance with the published evaluation criteria, or requires changes to any documents issued by the xxxxxxxx in any way
The Xxxxxxxx may also reject any Tender in respect of which the Bidder
1. [bookmark: _DV_M115]Has directly or indirectly canvassed any official of the Xxxxxxxx or obtained information from any other person who has been contracted to supply goods or provide services or works to the Xxxxxxxx concerning the award of the Contract or who has directly or indirectly obtained or attempted to obtain information from any such member or official concerning any other Bidder.
1. [bookmark: _DV_M116]Fixes or adjusts the prices shown in the Pricing Schedule by or in accordance with any agreement or arrangement with any other person.
1. [bookmark: _DV_M117]Communicates to any person other than the Xxxxxxxx, the amount or approximate amount of the prices shown in the Pricing Schedule, except where such disclosure is made in confidence in order to obtain tenders necessary for the preparation of the Tender or for the purposes of insurance or financing.
1. [bookmark: _DV_M118]Enters into an agreement with any other person, that such other person shall refrain from submitting a Form of Tender or shall limit or restrict the prices to be shown or referred to.
1. [bookmark: _DV_M119][bookmark: _DV_C34][bookmark: _DV_M120]Offers to pay or give any sum of money, inducement or valuable consideration to any person having direct connection with the ITT process, directly or indirectly, for doing or causing to be done, in relation to any other Bidder or any other person’s proposed Tender, any act or omission.
1. [bookmark: _DV_M121]In connection with the award of the Contract commits an offence under the Prevention of Corruption Acts 1889 to 1916 or gives any fee or reward the receipt of which is an offence under Section 117(2) of the Local Government Act 1972,
Such non-acceptance or rejection shall be without prejudice to any other civil remedies available to the Xxxxxxxx or any criminal liability such conduct by a Bidder may attract.
[bookmark: _DV_M110][bookmark: _Toc94334829][bookmark: _Toc94334909][bookmark: _Toc94335503][bookmark: _Toc94336927][bookmark: _Toc94337507][bookmark: _Toc95031555][bookmark: _Toc95031602][bookmark: _Toc95034094][bookmark: _Toc95034287][bookmark: _Toc95034433][bookmark: _Toc95034645][bookmark: _Toc95194839][bookmark: _Toc95622614][bookmark: _Toc100648250][bookmark: _Toc283216495]Amendment to ITT Documents
[bookmark: _DV_M111][bookmark: _DV_M112]Should any additions or deletions to the ITT Documents be considered necessary, prior to the date for submission of Tenders, these will be issued by the Xxxxxxxx and deemed to form part of the ITT Documents. The Xxxxxxxx reserve the right to extend the Tender submission date accordingly.
[bookmark: _Toc283216496][bookmark: _Toc100648251][bookmark: _Toc95622615][bookmark: _Toc95194840][bookmark: _Toc95034646][bookmark: _Toc95034434][bookmark: _Toc95034288][bookmark: _Toc95034095][bookmark: _Toc95031603][bookmark: _Toc95031556][bookmark: _Toc94337508][bookmark: _Toc94336928][bookmark: _Toc94335504][bookmark: _Toc94334910][bookmark: _Toc94334830]Bidder’s Responsibilities
[bookmark: _DV_M113]A Bidder shall be deemed to have satisfied itself as to the accuracy and sufficiency of the Information submitted as part of the Tender. A Bidder shall also be deemed to have obtained for itself all necessary information as to risks, contingencies and any other circumstances which might influence or affect its Tender.
The Bidder is responsible for all costs, expenses and liabilities incurred in connection with the preparation and submission of a Tender.
[bookmark: _Toc283216497][bookmark: _Toc100648252][bookmark: _Toc95622616][bookmark: _Toc95194841][bookmark: _Toc95034647][bookmark: _Toc95034435][bookmark: _Toc95034289][bookmark: _Toc95034096][bookmark: _Toc95031604][bookmark: _Toc95031557][bookmark: _Toc94337509][bookmark: _Toc94336929][bookmark: _Toc94335505][bookmark: _Toc94334911][bookmark: _Toc94334831]Xxxxxxxx Representatives
[bookmark: _DV_M114][bookmark: _DV_M122]No other person, except as so authorised by the Contract Officer, has any authority to make any representation or explanation to Bidders as to the meaning of the Contract or any other ITT Document. Neither has any other person except as so authorised by the Contract Officer, any authority to provide instruction as to anything to be done or not to be done by Bidders in relation to this Tender.
[bookmark: _DV_M130][bookmark: _DV_M132][bookmark: _Toc94334834][bookmark: _Toc94334914][bookmark: _Toc94335508][bookmark: _Toc94336932][bookmark: _Toc94337512][bookmark: _Toc95031560][bookmark: _Toc95031607][bookmark: _Toc95034099][bookmark: _Toc95034292][bookmark: _Toc95034438][bookmark: _Toc95034650][bookmark: _Toc95194844][bookmark: _Toc95622619][bookmark: _Toc100648255][bookmark: _Toc283216498]Bidders Warranties
[bookmark: _DV_M145][bookmark: _DV_M146]By submitting a Tender, the Bidder is confirming compliance with all of the requirements as detailed in this ITT. In particular that:
1. [bookmark: _DV_M150]All information, representations and other matters of fact communicated (whether in writing or otherwise) to the Xxxxxxxx by the Bidder or its employees, officers, agents or advisers in connection with, or arising out of, the Tender are true, complete and accurate in all respects
1. [bookmark: _DV_M151][bookmark: _DV_M152]The Bidder has full power and authority to enter into the Contract and provide the Services, and will, if requested, produce evidence of such to the Xxxxxxxx
1. The Bidder is of sound financial standing and the Bidder, its partners, directors, officers and employees are not aware of any circumstances which may adversely affect the financial standing in the future.
[bookmark: _DV_M154][bookmark: _DV_M155][bookmark: _DV_M156][bookmark: _Toc94334835][bookmark: _Toc94334915][bookmark: _Toc94335509][bookmark: _Toc94336933][bookmark: _Toc94337513][bookmark: _Toc95031561][bookmark: _Toc95031608][bookmark: _Toc95034100][bookmark: _Toc95034293][bookmark: _Toc95034439][bookmark: _Toc95034651][bookmark: _Toc95194845][bookmark: _Toc95622620][bookmark: _Toc100648256][bookmark: _Toc283216499]Xxxxxxxx’s warranties and disclaimers
[bookmark: _DV_M157][bookmark: _DV_M160][bookmark: _DV_M161]Whilst the information in this ITT has been prepared in good faith, it does not purport to be comprehensive or to have been independently verified. With the exception of statements made fraudulently, the Xxxxxxxx do not accept any liability or responsibility for the adequacy, accuracy or completeness of such information. The Xxxxxxxx do not make any representation or warranty (express or implied) with respect to the information contained in the ITT or to any written or oral information made available to any Bidder or its professional advisors.
[bookmark: _DV_M162][bookmark: _DV_M163]Each Bidder to whom the ITT is sent must take professional advice and undertake whatever investigation as it deems necessary, in order to make its own independent assessment of the proposed terms to determine its interest in the Contract.
[bookmark: _DV_M164][bookmark: _DV_M165]This ITT is issued on the basis that nothing contained in it shall constitute an inducement or incentive nor shall have in any other way persuaded a Bidder to submit a Tender or enter into any other contractual agreement. Under no circumstances shall the Xxxxxxxx be liable to a Bidder in respect of any costs incurred by a Bidder (whether directly or otherwise) in relation to the preparation or submission of a Tender.
[bookmark: _DV_M158]The fact that a Bidder has been invited to submit a Tender does not necessarily mean that the Bidder has completely satisfied all of the Xxxxxxxx’s criteria. The Xxxxxxxx reserve the right to request further information as appropriate and to assess this as part of the Tender evaluation process. The Bidder shall have no claim whatsoever against the Xxxxxxxx in respect of such matters.
The Xxxxxxxx shall not make any payments to the successful Bidder except as expressly provided for in the Contract.
No compensation or remuneration shall otherwise be payable, by the Xxxxxxxx to the Bidder, in respect of the Services, by reason of the Specification being different to that envisaged by the Bidder or otherwise.
[bookmark: _Toc15463807]Declaration
(To be signed and returned with the Tender submission).
I / We accept the terms and conditions as contained in the xxxx Contract in respect of the Services and am / are duly authorised to sign Tenders and give such certificates for and on behalf of:	Comment by Hughes, Joni: Add in group name	Comment by Author: Notes for completion:  Amend if using a bespoke none Council contract (e.g. NEC or Framework t’s and c’s).	Comment by Author: Notes for completion:  Amend if you are buying goods or works.
	Name
	

	Role within the Organisation
	

	Signature (Electronic signature is acceptable)
	


	Date
	


[bookmark: _Toc283216532][bookmark: _Ref286221406][bookmark: _Toc15463808]6.2 Form of Tender
(Incorporating Collusive Tendering Certificate)
[bookmark: _DV_M180]To: xxxxxxx	Comment by Hughes, Joni: Add your company name
[bookmark: _DV_M181][bookmark: _DV_M184] In this certificate, the word "person" includes any persons and any body or association, corporate or unincorporated; and "any agreement or arrangement" includes any such transaction, formal or informal, and whether legally binding or not.
[bookmark: _DV_M193]We agree to conform to the Instructions for Submitting a Tender as outlined in the Invitation to Tender documentation. Having examined the Tender Documents for the performance of the above service, we offer to carry out the said Service in conformity therewith for the sum as set out within our response to the Price Question (Section 4).  
[bookmark: _DV_M185]Unless and until a formal agreement is prepared and executed, the Tender together with your written acceptance thereof, shall constitute a binding Contract between us.
[bookmark: _DV_M186]We understand you are not bound to accept the lowest Tender or any Tender you may receive and you will not pay any expenses incurred by us in connection with the preparation and submission of this Tender.
[bookmark: _DV_M187]We certify that this is a bona fide Tender, and that we have not fixed or adjusted the amount of the Tender by or under or in accordance with any agreement or arrangement with any other person. We also certify that we have not done and undertake that we will not do, at any time before the hour and date specified for the return of this Tender, any of the following acts:
· [bookmark: _DV_M188]Communicate to a person other than the Contact Officer, the amount or approximate amount of the proposed Tender, except where disclosure in confidence, is necessary, to obtain insurance premium quotations for the preparation of the Tender.
· [bookmark: _DV_M189]Enter into any agreement or arrangement with any other persons that they shall refrain from bidding.
· [bookmark: _DV_M190]Offer or agree to pay or give any sum of money or valuable consideration, directly or indirectly, to any person for doing or causing any act or thing of the sort described above, in relation to any other Tender or proposed Tender for the Service.
[bookmark: _DV_M191][bookmark: _DV_M192]I / We agree with the above and am / are duly authorised to sign Tenders and give certificates for and on behalf of:
	Name
	

	Role within the Organisation
	

	Signature (Electronic signature is acceptable)
	


	Date
	


[bookmark: _Toc286225463][bookmark: _Toc286306967][bookmark: _Toc286307322]
[bookmark: _Toc15463809]
5.3 Freedom of Information Legislation and Confidentiality Declaration
1.1 The xxxxxx is subject to the Freedom of Information Act 2000 (‘FOIA’)[footnoteRef:1] and the Environmental Information Regulations 2004 (‘EIR’)[footnoteRef:2] and all subordinate legislation under this legalisation. (When appropriate, the FOIA and the EIR will be collectively referred to as Freedom of Information Legislation (‘FOIL’)). The FOIA applies to information requests for non-environmental information, whereas the EIR applies to information requests for environmental information only. 	Comment by Hughes, Joni: Add in group name [1:  http://www.ico.org.uk/for_organisations/freedom_of_information]  [2:  http://www.ico.org.uk/for_organisations/environmental_information] 

1.2 FOIL gives a right of access by any person (including companies) to information held by the Xxxxxxxx including information relating to or submitted as part of the Process and information contained in the Contract. However, certain information may be exempt on grounds of confidentiality or commercial sensitivity. Further information can be found on the Information Commissioner’s (‘ICO’) website at http://www.informationcommissioner.gov.uk, in particular within the ICO’s ‘Guidance to the Public Contract Regulations’.
1.3 Different rules apply to the disclosure of information (and exemptions from this) under the FOIA and the EIR. Further specific guidance on the application of the exemptions from disclosure can be found in further ICO guides: in respect of the FOIA in the ‘Awareness Guidance Document No. 2 (Confidential Information)’ and ‘Awareness Guidance Document No. 5 (Commercial Interests)’ and in relation to the EIR, in the  guidance on ‘Confidentiality of commercial or industrial information (regulation 12(5)(e)’.
1.4 (Subject to the requirements of FOIL), the content of Process Documents; any subsequent Responses and the Contract shall remain confidential and restricted only to those with a legitimate professional requirement to access this information. Responses submitted will be treated as confidential by the Xxxxxxxx and any consultants acting on their behalf.
1.5 However, Bidders should acknowledge that the information they provide during the Process and information contained within the Contract could be disclosed in response to a request under FOIL. The Xxxxxxxx will proceed on the basis of disclosure unless an appropriate exemption applies: information may still be disclosed, despite the availability of some exemptions, if the public interest in its disclosure outweighs the public interest in maintaining the exemption.
1.6 Bidders are required to complete the declaration (contained within this document) acknowledging the Xxxxxxxx’s responsibilities under FOIL and to agree to assist and co-operate with the Xxxxxxxx to enable the Xxxxxxxx to comply with its obligations to disclose information under FOIL. 
1.7 The Xxxxxxxx will use all reasonable endeavours to consult with Bidders over the release of information which is highlighted by a Candidate as commercially sensitive or confidential. Bidders should therefore complete the Schedule of Information (supplied at each stage in the Process) in respect of information considered to be Commercially Sensitive / Confidential as below:
· highlighting information in their Responses which they consider to be commercially sensitive or confidential in nature; 
· providing an estimate of the period of time during which the Candidate believes that such information will remain commercially sensitive / confidential;
· stating the precise reasons why they consider the information to be commercially sensitive / confidential, including the potential implications of disclosure.  
No Response should be covered by a general statement regarding its overall confidentiality.
1.8 The Xxxxxxxx is required to form an independent judgement as to whether the information is exempt from disclosure; accordingly, the Xxxxxxxx cannot guarantee that any information identified as confidential or commercially sensitive will not be disclosed and therefore the Xxxxxxxx cannot accept any liability for loss as a result of any information disclosed in response to a request under FOIL.


	FREEDOM OF INFORMATION TABLE – RESERVED INFORMATION

	Information Class/Type

	Grounds for Exemption
	Date can be made available

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Name
	

	Role within the Organisation
	

	Signature (Electronic signature is acceptable)
	


	Date
	





[bookmark: _Toc283216483][bookmark: _Toc100648258][bookmark: _Toc95622622][bookmark: _Toc95194847][bookmark: _Toc95034656][bookmark: _Toc95034444][bookmark: _Toc95034298][bookmark: _Toc95034105][bookmark: _Toc95031613][bookmark: _Toc95031566][bookmark: _Toc94337518][bookmark: _Toc94336938][bookmark: _Toc94335514][bookmark: _Toc94334920][bookmark: _Toc94334840][bookmark: _Toc93134273]6.0	Tender Submission Checklist

Please ensure that the following documentation is completed and returned with your Tender submission via xxxxxxx	Comment by Hughes, Joni: Add in how you would like to receive tender back
[bookmark: _DV_M170]Do not email your Tender response as this will result in disqualification. 
	Section
	Requirement

	4
	Your response and any attachments. Please ensure that you submit the completed ITT document in Word format.  Do not upload in PDF version.  

	5
	Declaration: Please sign as directed.

	5
	Form of tender: Please sign as directed.

	5
	Freedom of Information Declaration: Please sign as directed.
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1.0 Introduction & Aim of the strategy

1.1  In Sept 2015 a joint (children and adults) safeguarding workforce development sub group was established which is accountable to the Herefordshire Safeguarding Children Board (HSCB) and Herefordshire Safeguarding Adults Board (HSAB)

1.2 The overarching aim of this strategy is to achieve the best possible safeguarding practice within Herefordshire and that the safeguarding needs of children, young people and adults at risk are responded to by a confident, competent and effective workforce.

1.3 This strategy outlines the vision, plan and intended impact for the period 2016-18. Is has been developed through consultation and engagement with the multi-agency representatives within the joint workforce development sub group.

1.4 The  scope of this strategy extends across paid and voluntary workforce who work in or provide services to children, young people and adults at risk

2.0 HSCB/HSAB Priorities

2.1 HSCB priorities for 2016- 18 are:


2.1.1 Identification, prevention and response to Child Sexual Exploitation / children who go missing

2.1.2 The child’s journey through the protection process ensures effective planning and intervention to improve care, safety and wellbeing of children and reduce / eradicate actual or the risk of significant harm


2.1.3 Identification and response to childhood neglect


2.1.4 The early help services effectively identify needs and concerns relating to families, and services address these needs through effective planning and interventions to enable families to function effectively and children’s needs are met and they are supported to achieve their full potential.


2.2 HSAB priorities for 2015-18 are:

2.2.1 Partnership working (including annual review of board partnership and effectiveness and build inter-relationships between boards / partnerships)

2.2.2 Prevention and protection (including care homes, carers and young carers, self-neglect)

2.2.3 Communications and engagement

2.2.4 Operational effectiveness (including workforce development, statutory functions and performance)

3.0 Vision for Joint Workforce Development Sub Group is that:

3.1 The children and adults workforce across Herefordshire will be competent and confident in identifying and responding to children, young people and adults who may be at risk of harm, abuse or neglect.


3.2 Concerns will be recognised early and people will be effectively supported to find solutions to challenges they are experiencing through early intervention and prevention

3.3 Professionals are encouraged to work together to achieve a high level of transparency around information sharing approaches to support their work with children, young people and adults at risk 


4.0 Achieving the Vision

4.1 Learning opportunities will incorporate a wide range of delivery methods going beyond face to face setting to include seminars, conferences, forums, e-learning etc. Any reference to training in this strategy therefore includes a range of activities aimed to develop practitioner’s skills, knowledge attitudes and practice in safeguarding. 


4.2 Training will be informed by key national and local drives, legislation and guidance as set out in Appendix 1. It is recognised that during the life of this strategy there are likely to be changes and updates to these requirements. Local learning will be included into training to ensure that the work of the HSCB / HSAB remains responsive, current and relevant.

4.3 The Joint Workforce Development Sub Group will adopt an approach that promotes the empowerment of it multi-agency members to contribute to the delivery of the strategy and builds connectivity and strong relationships between organisations and colleagues.


4.4 The strategy provides a framework for the workforce development of employees and volunteers who work with children, young people and/or their parents /carers, and adults at risk and their family / carer in Herefordshire so that services can identify;

4.4.1 Specific training requirements and responsibilities for those who work with children, young people and adults at risk


4.4.2 Levels of training required by workers depending on role


4.4.3 Staff groups requiring single or multi-agency training


4.4.4 Learning outcomes that will support the delivery of quality services for children, young people and adults at risk


4.4.5 Skills and competencies that should be developed as an outcome of training.


4.5 This strategy and work plan will be supported by the work of other HSCB /HSAB Sub Groups


Return to Contents Page

5.0 Principles

The overall purpose of workforce development is to improve the quality of practice and subsequent outcomes for children, young people and adults at risk in Herefordshire.


Learning activities will reflect relevant, accurate and current information arising from legislation, guidance, research, theory, procedures and lessons learnt from local and national practice reviews.


All learning activities will be based around the following:


4.1  Making Safeguarding Personal – all adult safeguarding training is person centred focusing on rights / choices and on protecting adults at risk


4.2 Voice of the Child – All safeguarding children training is child centred, incorporating and promoting children’s rights and needs and ensuring that their welfare is paramount


4.3 Addresses issues around diversity and promotes understanding and recognition of additional vulnerabilities


4.4 Supporting practitioners to use a range of methods to make communication easier to ensure that children, young people and adults have their voice heard and so are able to express their views and feelings


4.5 Promotes the building of effective relationships with children, young people and adults, including parents and cares and there is a focus on recognising their strengths in addition to their needs and any risks posed


4.6 Promotes inter-agency working including effective information sharing


4.7 Places value on people working collaboratively, bringing people together in ways which mirror the diversity of practice networks engaged with children, young people and adults at risk and their families


4.8 Recognises the principles of adult learning and will reflect this in commissioning, delivery and evaluation of learning activities


4.9 Uses impact evaluation to measure the impact of learning activities on frontline practice and the experience of those who use the service. 


6.0 Role and Responsibilities

6.01 The HSCB has the following statutory responsibility in relation to safeguarding training:


6.01.1 To know the training needs of the Children’s Workforce


6.01.2 To monitor that local professionals have access to training

6.01.3 To evaluate the quality and impact of training they receive on practice


6.01.4 To evaluate the impact on the improvement of services to children and young people


6.02 The HSAB has the following responsibility in relation to safeguarding training:


6.02.1 To know the training needs of the Adult’s Workforce


6.02.2 To monitor that local professionals have access to training

6.02.3 To evaluate the quality and impact of training they receive on practice


6.02.4 To evaluate the impact on the improvement of services to clients


6.03 Role and responsibilities of employers are to:

· Identify members of the workforce to be actively involved in Joint Workforce Development Sub Group


· Identify members of the workforce to contribute to the Training Pool that delivers multi-agency training


· Identify the workforce training needs and ensure that they receive the required level of training relevant to their role


· Ensure members of the workforce have opportunities to consolidate learning and put into practice


· Establish systems to monitor attendance at learning activities and are used effectively


· Establish systems that comply with quality assurance and validation process for single agency training


· Contribute when required to HSCB/HSAB learning activity reports


6.04 Role and responsibility of Joint Workforce Development Sub Group are:


·  Set out in Terms of Reference (See Appendix 2) 

6.05 Work Plan


· A detailed annual work plan will be devised and agree with HSCB/HSAB Executive Group and implemented by the Joint Workforce Development Group. The plan will underpinned by the HSCB /HSAB Business plans and priorities. This plan will be reviewed and monitored at sub group meetings.

7.0 Workforce Training Needs Analysis

7.01 Most training needs are informed and driven by;


7.01.1 National drivers (such as listed in Appendix 1) because it is vital to ensure that practice reflects legislation and guidance

7.01.2 Learning from national and local serious case reviews, practice reviews, practice audits, changes to local policy / procedures and locally determined needs

7.01.3 Competency Framework (See section 8.06) which sets out the safeguarding competencies and minimum standards required of both children’s and adults workforce in relation to roles and responsibilities. Section 8.07 sets out the Mental Capacity Act competencies for staff.

7.02 The above areas will inform the content and context of learning activities across all levels of practice.

7.03 The Joint Workforce Development Sub group will consider all workforce development needs arising from training needs analysis in order to implement appropriate learning programme subject to board’s approval and financial considerations.

8.0 Joint Children’s & Adults Competency Framework

8.01 The aim of the competency framework is to provide a base line of standards and competence across the workforce to promote the safety of children, young people and adults at risk. It provides agencies with a bench mark for the minimum standard of competence required for those who work to safeguard children, young people and adults at risk. The mains aims of the competencies are to:


8.01.1 Raise standards and ensure consistent and proportionate response to safeguarding issues for children, young people and adults at risk of abuse and neglect


8.01.2 Improve partnership working and consistency to secure better outcomes for children, young people and adults at risk of abuse and neglect


8.01.3 All child safeguarding is child centred, incorporating and promoting children’s rights and needs and ensuring that their welfare is paramount


8.01.4 Support work based evidence of learning and competence in practice that is based on relevant, accurate and current information.


8.01.5 Provide managers with a framework to evaluate performance, and identify workforce development needs


8.01.6 Clarify expectations of the safeguarding role of all relevant members in the workforce


8.01.7 Provide a quality assurance tool for commissioners of services and for contract monitoring


8.02 Both the Safeguarding Adults and the Mental Capacity Competence framework are based on the National Capability Framework for Safeguarding Adults 2011 developed by Bournemouth University and the London Joint Improvement Partnership Mental Capacity Act Knowledge and Competencies. The children’s competency framework has been based on the Safeguarding Children and Young People roles and competencies for health care staff Intercollegiate Document March 2014.

8.03 Any development activities will need to take into account the needs of a diverse workforce and the practical needs of individual organisations. This will mean that each partner organisation will develop their own approach to training while demonstrating how they are meeting the key objectives and competencies. A range of delivery options will be used by partners and organisations to facilitate the development of learning, skills and understanding in the three training domains – Universal, Targeted and Strategic / Specialist.

8.04 All organisations are required to implement workforce development plans that indicate how the workforce will be able to gain the required knowledge and skills to show their competency against the framework. This will include time frame for delivery, delivery methods and target audiences. There may be multi-agency / learning activities that HSAB members will be required to disseminate within their own organisations and ensure compliance.

8.05 Assessment Strategy - It is required that all new workers are assessed as competent against the relevant criteria for their role, within the first 12 weeks of employment and then every 3 years.  All staff will need to be given assistance to develop their competence this will be by a blended learning approach of training, shadowing, coaching and mentoring support.

This assessment will be undertaken by a person with greater seniority and will be from a range of sources which may include:


8.05.1 Observation of practice, 


8.05.2 Review of records, assessment, plans and other reports


8.05.3 Professional discussion, questioning in supervision/ appraisal meetings.


8.05.4 Use of reflective learning journals and case presentation for peer review


8.05.5 Completion of training activities log
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8.06 Definition of staff groups and competencies

The Framework lays out the competencies required for workers holding different roles. This is intended as a guide but it remains the responsibility for managers to assess the required competencies for roles within their organisation. 


		Staff Group – Adults Universal

		Staff Group – Children Universal

		



		Anyone who has direct contact with adults at risk

		Those working in an agency with a statutory duty to safeguard and their work brings them into contact with children and adults who are parents/carers - this includes those working in the statutory,


Voluntary, community or independent sectors. Relates to Intercollegiate document Level 1



		



		Included but not limited to: Care / support workers, Nursing Staff, Police Officers, Drivers and escorts, Allied Health Professionals – including Ambulance staff, Police Officers, Clerical / Admin staff, Domestic and ancillary staff, Volunteers , Carers, Wardens, housing Officers, Fire Officers, Leisure centre workers, Lunch club workers

		Included but not limited to: Librarians, receptionists, community advice centre staff, grounds staff, recreation assistants, environmental health officers. Housing, hospital staff, Youth Offending Team staff, staff in secure settings, police officers, sports development officers, disability specialists, faith groups, community youth groups, play scheme volunteers, leisure centre workers, early years. 



		



		Competence

		Competence

		Delivery Methods



		A1. Understand dignity and respect when working with individuals 


A2. Understand what safeguarding is and their role in safeguarding adults 


A3. Recognise an adult potentially in need 


A4. Understand and follow the procedures for raising a concern


A5. Have knowledge of local policy and procedures and legislation that supports safeguarding adults

A6. Have knowledge of action to take should  a concern around a child or young person is being abused


Plus MCA Competencies M 32 – MC38



		C1. Be aware of the importance of child-centred safeguarding practice


C2. Understand the relevance of diversity factors (e.g. culture, language) when working with individuals and families


C3. Recognise what constitutes abuse and neglect of children


C4. Recognise a child who may need safeguarding, including signs and indicators of harm


C5 Be aware of the policies and procedures to be followed if there are any safeguarding concerns

		Single agency responsibility – advice available


Face to face, e-learning, blended learning, distance learning



		Criteria for Assessment

		Criteria for Assessment

		Recommended Frequency



		· Show clear understanding of their role and responsibilities to identify and report safeguarding concerns. 


· Show understanding of their organisation’s policy and procedures and the links to national and local policy. 


· Show clear understanding of the meaning of ‘adult at risk’ as defined in policy guidance. 


· Knowledge of the different forms of abuse and how to recognise indicators. 


· Demonstrate an understanding of the factors that might increase risk of abuse. 


· Contact emergency services if the individual is in immediate danger.


· Recognise the individual’s right to exercise freedom and choice and live in an abuse free environment. 


· Be aware of how your values and attitude influence your understanding of a situation. 

· To be aware of the impact of culture, equality and diversity on your practice


· Know how important ensuring individuals are treated with dignity and respect is.


· Describe how environments can promote dignity and respect

· Demonstrates knowledge of national and local policy/legislation that supports Safeguarding activity eg Mental Capacity Act, Deprivation of Liberty Safeguards, Human Rights Act, Care Act 2014. Public Interest Discloser Act


· Show understanding of information security and information sharing arrangements that your organisation has with other providers



		• To be able to recognise potential indicators of child maltreatment – physical, emotional, sexual abuse, and neglect including radicalisation, child trafficking and FGM.


• To be able to understand the impact a parent/carers physical and mental health can have on the well-being of a child or young person, including the impact of domestic violence


• To be able to understand the importance of children’s rights in the safeguarding/child protection context.


• To be aware of the impact of culture, equality and diversity on your practice


• To know what action to take if you have concerns, including to whom you should report your concerns and from whom to seek advice


• To be able to demonstrate an understanding of the risks associated with the internet and online social networking.


• To be able to understand the basic knowledge of legislation (Children Acts 1989, 2004 and the Sexual Offences Act 2003)

		Annual checks for competency within appraisal process.


Refresher training every 3 years



		Staff Group – Adults Universal

		Staff Group – Children Universal

		



		

		Those in regular contact with, or have a period of intense but irregular contact with children, adults who are parents/carers; those who may be in a position to identify welfare concerns including neglect and abuse. Relates to Intercollegiate document Level 2



		



		

		Included but not limited to: clinical staff; GP receptionists; housing staff; grounds or domestic staff; Police and Fire Service, faith group staff; school/college personnel; sports development staff; youth workers; care assistants; lunch club workers; early years; trustees and elected members.



		



		

		Competence

		Delivery Method



		

		C1-C5 plus


C6. Recognise how own values, beliefs and attitudes influence own practice and judgements in safeguarding work


C7. Knowledge of child development


C8. Ability to identify the child’s needs, parent/carers capacity to meet needs and the impact of wider environmental factors


C9. Ability to recognise risk and vulnerability indicators including e.g. the impact of parental physical/mental health; domestic abuse; substance misuse on the well-being of children


C10. Know the main legislation, policies, guidance and local procedures and act in accord with these frameworks - within the worker’s role and responsibilities


C11. Have knowledge of action to take should  a concern around an adult at risk is being abused or neglected



		Single agency responsibility



		Criteria for Assessment

		Criteria for Assessment

		Recommended Frequency



		

		• To be able to understand what constitutes child maltreatment and be able to identify any signs of child abuse or neglect.


• To be able to act as an effective advocate for the child or young person


• To be aware of the impact of culture, equality and diversity on your practice


• To be able to demonstrate an understanding of the potential impact of a parent’s/carer’s physical and mental health on the wellbeing of a child or young person in order to be able to identify a child or young person at risk.


• To be able to identify your professional role, responsibilities, and professional boundaries and those of your colleagues in a multidisciplinary team and in multi-agency setting.


• To know how and when to refer to social care if you have identified a safeguarding/child protection concern.


• To be able to document safeguarding/child protection concerns in a format that informs the relevant staff and agencies appropriately.


• To know how to maintain appropriate records including being able differentiate between fact and opinion.


• To be able to identify the appropriate and relevant information and how to share it with other teams.


• Practice will be informed by an understanding of key statutory and non-statutory guidance and legislation including the UN Convention on the Rights of the Child and Human Rights Act.


• To be aware of the risk of Female Genital Mutilation (FGM) in certain communities, be willing to ask about FGM in the course of taking a routine history, know who to contact if a child makes


a disclosure of impending or completed mutilation, be aware of the signs and symptoms and be able to refer appropriately for further care and support


• To be aware of the risk factors for radicalisation and will know who to contact regarding preventive action and supporting those vulnerable young persons who may be at risk of, or are being drawn into, terrorist related activity.


• To be able to identify and refer a child suspected of being a victim of trafficking and/or sexual exploitation



		Annual checks for competency within appraisal process.


Refresher training every 3 years



		Staff Group – Adults Universal

		Staff Group – Children Universal

		



		Minute Takers

		Business Support Tasks

		



		Included but not limited to: Administrative Support Staff

		Included but not limited to: Business Support Officer



		



		Competence

		

		



		A1-A6 plus


A7. Accurately complete a set of notes of a SA strategy meeting to ensure a true record of the meeting


A8. Accurately complete a set of notes of a Protection Planning meeting


A9. Complete all meeting arrangements under the direction of the Practitioner managing the enquiry




		C1 – C11 plus


C12 Complete all arrangements for strategy meetings to comply with local procedures.

C13 Distribute strategy meeting notes to all attendees


C14 Complete all arrangement to support Child Protection Conference meetings to comply statutory requirements. 

C15 Add child/ren to framework-I that have been placed on the temporary Child Protection Register and initiate a Temporary Child Protection episode and remove when requested.

C16 Distribute Child Protection plans to all conference attendees within 48 hours of the conference and update case notes


C17 Distribute Child Protection minutes to all attendees within 20 working days of the conference and update case notes



		



		Criteria for Assessment

		

		



		· Produce the agenda for the meeting


· Open and set up correct template for minutes


· Transfer notes at meeting into word processed document to produce an accurate record of the meeting


· Save documentation according to local policy and procedures, including onto current information management system


· Book room for meeting


· Send out meeting details via outlook with correct attachments


· Track attendance acceptance, declines and notify the  Practitioner managing the enquiry


· Set up room to ensure that eye contact can be maintained with all present


· Completion of register of attendees

		· Booking meeting slot within 48 hours for strategy meetings 


· Enter meting into outlook calendar by outlook meeting invites, letter and email


· Completion of strategy meeting spread sheet,


· Liaising with police to ensure they have received the request details 


· Record a case note of the details of meetings on Framework-i

· Ensuring social worker has completed Framework-I invite episode for child protection conference

· Prepare packs for the conference, obtain reports from mailbox, 


· Update Child Protection tracking sheet


· All relevant spread sheets and Framework-I episodes updated and copied to siblings records if appropriate.



		





		Staff Group – Adult’s Targeted

		Staff Group – Children Targeted

		



		All staff with responsibility for raising concerns / referrals under the multi-agency procedures

		Members of the workforce who work predominantly with children, young people and/or their parents/carers: designated or lead professionals who could potentially be involved in the assessing, planning, intervening and taking part in multi-agency processes where there are safeguarding concerns.  Relates to Intercollegiate document Level 3



		



		Included but not limited to: Residential Care Home Managers, 


Project managers, Day Service Managers, Home Care Managers


Staff in health care settings


GPs

		Included but not limited to: Social workers; clinical staff; residential and day centre staff; early years staff; youth workers; education staff; leisure/sports officers; Youth Offending Team staff; Probation staff; housing officers; Police, Fire and Ambulance staff; managers; staff working with those who have learning disabilities, mental health difficulties, experience domestic abuse or have alcohol or substance dependencies.



		



		Competence

		Competence

		Delivery Methods



		A1-A6 plus


A10. Demonstrate skills and knowledge to contribute effectively to the safeguarding process 

A11. Ensure that staff and Adults are supported


· Ability to ensure the views of the adult are central to all safeguarding processes and understand the impact of different cultures and communities

A12. Understand when to use emergency systems to safeguard adults


Plus MCA Competencies M 32-46

		C1 – C11 plus

C18 Ability to establish purposeful relationships with children and their parents / carers through effective communication and engagement; skills in listening and building empathy

C19 Ability to ensure the views of children and their families / carers are central to all safeguarding children processes and understand the impact of different cultures and communities

C20 Ability to work with key agencies and to understand the value and benefits of effective multi-agency working


C21  Ability and willingness to constructively, challenge processes or decision so that children’s safety and welfare is promoted


C22 Understanding of legislation, policies and procedures and the processes involved in safeguarding children


C23 Ability to apply theory and research to practice when working with children and families


C24 Ability to gather and share information within the multi-agency network


C25 Ability to assess family functioning and take comprehensive family history using this information to analyse risk and support decision making about a child’s safety

C26 Ability to contribute to multi-agency assessment, investigation and protection planning process


C27 Ability to participate in reflective supervision and utilise learning from SCR and national research



		Children: 1 day Multi-Agency training ; half day refresher

Health professionals may meet these competencies by completing in house training (L3 Intercollegiate)


Adult: ½ day Safer Recruitment in Adult Social Care


Practitioner Forums



		Criteria for Assessment

		Criteria for Assessment

		Recommended Frequency



		· Demonstrate what action to take when an allegation of abuse is reported to them, according to local policy and procedures


· Explain the relationship between the local policy and procedure and internal disciplinary procedures


· Explain the importance of recording and documenting all information appropriate to any allegation and enquiry in accordance with local policy and procedure


· Demonstrate using the principles of information sharing in accordance with the local policy and procedure, relevant legislation and internal guidance 


· Demonstrate the use of a  relevant recruitment processes as appropriate


· Act as the source of additional information and advice for the staff group


· Know how to support staff and people who use services who report concerns of abuse


· To be able to reflect on and take account of the impact of inequality, disadvantage and discrimination on those who use services


· Demonstration of skilful supervision of staff that is focused on outcomes for adults


· Know what action to take when allegations of abuse have been made against a worker/volunteer in the organisation.


· Describe the use of emergency services when necessary e.g. call for an ambulance/police. 


· Describe when immediate action is required by your service e.g. urgent DoLs authorisation.

		• To be able to identify possible signs of sexual, physical, or emotional abuse or neglect using child and family-focused approach.


• To be able to know what constitutes child maltreatment including the effects of carer/parental behaviour on children and young people.


• To be able to demonstrate a clear understanding, as appropriate to role, of forensic procedures in child maltreatment, and knowing how to relate these to practice in order to meet clinical and legal requirements as required.


• Where undertaking forensic examinations as part of their role, to be able to demonstrate an ability to undertake forensic procedures and demonstrate how to present the findings and evidence to legal requirements


• To be able to know how to undertake, where appropriate, a risk and harm assessment.


• To be able to know how to communicate effectively with children and young people, and to know how to ensure that they have the opportunity to participate in decisions affecting them as appropriate to their age and ability.


• To be able to reflect on and take account of the impact of inequality, disadvantage and discrimination on those who use services


• To be able to know how to contribute to, and make considered judgements about how to act to safeguard/protect a child or young person.


• To be able to know how to contribute to/formulate and communicate effective management plans for children and young people who have been maltreated.


• To be able to demonstrate an understanding of the issues surrounding misdiagnosis in safeguarding/child protection and to know how to effectively manage diagnostic uncertainty and risk.


• To be able to know how to appropriately contribute to inter-agency assessments by gathering and sharing information.


• To be able to document concerns in a manner that is appropriate for safeguarding/child protection and legal processes.


• To be able to know how to undertake documented reviews of your own (and/or team) safeguarding/child protection practice as appropriate to role. (This can be undertaken in various ways, such as through audit, case discussion, peer review, and supervision and as a component of refresher training.)


• To be able to know how to deliver and receive supervision within effective models of supervision and /or peer review, and be able to recognise the potential personal impact of

safeguarding/ child protection work on professionals.



		Annual checks for competency within appraisal process.


Refresher training every 3 years



		Staff Group – Adult’s Targeted

		Staff Group – Children Targeted

		



		All staff who receive concerns / referrals under the multi-agency procedures

		

		



		Included but not limited to: AEO, Adult Safeguarding Team, Senior, Nursing staff, Social Workers, Community Psychiatric Nurses


DoLS Coordinator, Safeguarding Lead Nurse

		Included but not limited to: 

		



		Competence

		Competence

		Delivery Methods



		A1- 6 plus


A13 Demonstrate skills and knowledge to contribute effectively to the safeguarding process 

A14 Awareness and application of a range of local and national policy and procedural frameworks when undertaking safeguarding activity 


Plus MCA Competencies M32 – M38

		

		Single Agency Training


Practitioner Forums



		Criteria for Assessment

		Criteria for Assessment

		Recommended Frequency



		· Describe in detail how the referral-receiving process contained within the multi-agency policy 


· Understand the principles of information sharing in accordance with local policy and procedure, relevant legislation and relevant internal guidance


· Engage in positive multiagency approach to Adult Safeguarding


· Know what action to take in response to  a referral being received in accordance with local policy and procedure

· Show understanding of the stages of the enquiry within the multi-agency policy. 


· Demonstrate knowledge of appropriate documentation and recording systems in line with

		

		Annual checks for competency within appraisal process.


Refresher training every 3 years





		Staff Group – Adults Specialist /Strategic

		Staff Group – Children Specialist / Strategic

		



		All staff who are responsible for coordinating multi-agency enquires under the multi-agency procedures

		Those in roles with particular safeguarding responsibilities including contributing, coordinating or managing safeguarding inquiries/ investigations, participating in Conferences and making/implementing protection plans. This includes supervisors and managers of staff undertaking these roles. Relates to Intercollegiate document Levels 4,5 &6

		



		Included but not limited to: Health & Social Care Professionals from all disciplines and agencies.



		Included but not limited to: Health, education, police and social work professionals who have a lead role in safeguarding; designated safeguarding leads in agencies; managers and supervisors of these roles.

		



		Competence

		Competence

		Delivery Methods



		A1- A6


A15 Demonstrate skills and knowledge to contribute effectively to the safeguarding process

A16 Demonstrate required level of skills and knowledge to undertake an Adult Safeguarding enquiry

A17 Ensure record systems are robust and fit for purpose 


Plus MCA Competencies M32-46

		 C1-C11, C18 – C27 plus


C28 Ability to reflect on practice, recognise own contribution to effective safeguarding of children and take responsibility to develop knowledge and skills


C29 Knowledge of wider forms of child abuse, for example child sexual exploitation and trafficking


C30 Ability to manage complex cases


C31 Ability to apply legislation/legal powers and use research and findings from audits and serious case reviews to inform practice


C32 Skill in assessing the impact of parental difficulties (e.g. domestic abuse, mental ill health and substance misuse) on the child’s health and development and that of parenting capacity


C33 Skills to complete detailed risk assessments


C34 Ability to plan and deliver interventions to support improved outcomes for children

Additional competencies for some roles:


C35 Lead or oversee safeguarding quality assurance and improvement processes


C36 Provide reflective safeguarding supervision for workers


C37 Contribute as a member of a safeguarding team to the development of robust internal safeguarding policies, guidelines and protocols


C38 Provide specialist advice to practitioners including clarification about policies, legal issues and management of safeguarding cases


C39 Ability to work with partners in other agencies to conduct safeguarding training needs analyses and to commission, plan, design, deliver and evaluate single and interagency training


C40 Ability to undertake safe recruitment practices

		Topic based training


Briefings


Practitioner Forums


Conferences






		Criteria for Assessment

		Criteria for Assessment

		Recommended Frequency



		· Demonstrate knowledge and understanding of the legal context of Adult Safeguarding, measures available to protect adults who may be vulnerable to abuse and how the local policy and procedures relate to other policy, guidance and legislation


· Describe the use of local policy and procedures


· Engage in a positive multi-agency approach to Safeguarding


· Ensure that the adult at risk remains central to the safeguarding process throughout.


· Show thorough knowledge and application of purpose, duties, and tasks involved in safeguarding enquiries. 


· Conduct investigative/ assessment activities in accordance with local policy and procedure, including identifying and managing risk factors


· Plan and carry out agreed strategy to protect an adult from abuse during and following an enquiry. 


· Understand the different roles and responsibilities of the different agencies involved in investigating allegations of abuse.

· Explain the importance of recording and documenting all information appropriate to any allegation and enquiry in accordance with local policy and procedure


· Follow and use the principles of information sharing in accordance with local policy and procedure, relevant legislation and relevant internal guidance

		• To be able to contribute to the development of robust internal safeguarding/child protection policy, guidelines, and protocols as a member of the safeguarding team.


• To be able to discuss, share and apply the best practice and knowledge in safeguarding/child protection including:


1. The latest research evidence and the implications for practice


2. An advanced understanding of child-care legislation, information sharing, information governance, confidentiality and consent.


3. A sound understanding of forensic medicine as it relates to clinical practice, including the procedures and investigations required in the maltreatment of children and young people.


4. An advanced knowledge of relevant national and international issues, policies and their implications for practice


5. Understanding the professional and experts’ role in the court process.


• To be able to know how to implement and audit the effectiveness of safeguarding/child protection services on an organisational level against current national guidelines and quality standards


• To be able to effectively communicate local safeguarding knowledge, research and findings from audits


• To be able to know how to conduct a safeguarding training needs analysis, and to commission, plan, design, deliver and evaluate single and inter-agency training and teaching for staff in the organisations covered as part of a safeguarding/child protection team which may include partners in other agencies


• To be able to know how to undertake and contribute to serious case reviews/case management reviews/significant case reviews, individual management reviews/individual agency reviews/ internal management reviews, this will include the undertaking of chronologies, the development of action plans where appropriate, and leading internal management reviews as part of this.


• To be able to work effectively with colleagues from other organisations, providing advice as appropriate eg concerning safeguarding/child protection policy and legal frameworks, the health management of child protection concerns.


• To be able to work effectively with colleagues in regional safeguarding/child protection clinical networks.


• To be able to provide advice and information about safeguarding to the employing authority, both proactively and reactively – this includes the board, directors, and senior managers.


• To be able to know how to provide specialist advice to practitioners, both actively and reactively, including clarification about organisational policies, legal issues and the management of child protection cases.

		3 yearly CPD update



		Staff Group – Adults Specialist /Strategic

		Staff Group – Children Specialist / Strategic

		



		All staff who are responsible for managing / supervising the process

		Those with supervisory responsibilities for staff undertaking safeguarding work; managers and strategic leads in multi-agency organisations. Relates to Intercollegiate document levels 5&6

		



		Included but not limited to: Team Managers, Safeguarding Leads, Senior Practitioners

		Included but not limited to: Professional advisors; operational managers; designated safeguarding leads; heads of service; directors, trustees, Board members.

		



		Competence

		Competence

		Delivery Methods



		A1-A6, A13-A17 plus


A18 Actively engage in supporting a positive multi-agency approach to Adult Safeguarding 

A19 Support the development of robust systems to provide consistent, high quality Adult Safeguarding service 


· Ability to use practice to challenge and address the impact of discrimination, disadvantage and oppression


A20 Effectively chair Adult Safeguarding meetings and discussions


A21 Ensure record systems are robust and fit for purpose 


Plus MCA Competencies M32-46

		C 1– C11, C18-27   plus


C41 Knowledge and skill in identifying professional


support and development needs for staff/supervisee’s to enable sound safeguarding practice


C42 Ability to provide reflective supervision as a core mechanism for child protection planning


C43 Skill and ability to enable workers to develop analytical skills and critical reflective thinking


C44 Ability to challenge practice and question the evidence base for practice by ensuring shared knowledge of current theory, research and legislation


· Ability to use practice to challenge and address the impact of discrimination, disadvantage and oppression


C45 Ability to lead and manage services including ensuring effective safeguarding, development of policy/procedures and quality assurance processes


C46 Demonstrate in depth knowledge of national standards and strategies to safeguard children with particular reference to own specialist area of knowledge


C47 Ability to self-reflect and make use of learning opportunities




		Conferences


Practitioner Forums


Board Events






		Criteria for Assessment

		Criteria for Assessment

		Recommended Frequency



		· Demonstrate an understanding of the different roles and responsibilities of all agencies involved in the multi-agency Adult Safeguarding process, with a focus on the role of the local authority and Team Managers 


· Show awareness of protocols and implement them. 


· Make sound and consistent decisions as part of implementing the local policy and procedures.


· Ensure supervision is carried out regularly to support safeguarding activity. 


· Ensure Safeguarding Managing Officers have the necessary skills and knowledge to work effectively. 


· Ensure that the vulnerable adult remains central to the safeguarding process throughout.


· Know how to convene and chair meetings


· Ensure appropriate record keeping of Adult Safeguarding meetings e.g. minute taking. 


· Ensure that minutes and other information relating to a safeguarding case is disseminated appropriately to those who require it.

		· To be able to know how to conduct a training needs analysis, and how to commission, plan, design, deliver, and evaluate safeguarding/child protection single and inter-agency training and teaching for staff across the health community.


· To be able to know how to take a lead role in:


1. Leading /overseeing safeguarding/child protection quality assurance and improvement across the health community.


2. The implementation of national guidelines and auditing the effectiveness and quality of services across the health community against quality standards.


3. Service development conducting the health component of serious case reviews/ case management reviews / significant case reviews drawing conclusions and developing an agreed action plan to address lessons learnt


4. Strategic and professional leadership across the health community on all aspects of safeguarding/ child protection.


5. Multi-disciplinary team reviews.


6. Regional and national safeguarding/child protection clinical networks (where appropriate).


· To be able to know how to give appropriate advice to specialist safeguarding/child protection professionals working within organisations delivering health services and to other agencies.


· To be able to know how to provide expert advice on increasing quality, productivity, and improving health outcomes for vulnerable children and those where there are safeguarding concerns


· To be able to oversee safeguarding/child protection quality assurance processes across the whole health community.


· To be able to know how to provide expert advice to service planners and commissioners, to ensure all services commissioned meet the statutory requirement to safeguard and promote the welfare of children.


· To be able to know how to influence improvements in safeguarding/child protection services across the health community.


· To be able to monitor services across the health community to ensure adherence to legislation, policy and key statutory and non-statutory guidance.

· 

		3 yearly CPD update



		Staff Group – Adults Specialist /Strategic

		Staff Group – Children Specialist / Strategic

		



		Strategic Management and Leadership of Safeguarding Services

		Senior managers responsible for the strategic management of services. Related to Intercollegiate document levels 5 & 6.



		



		Included but not limited to: HSAB Members, Head of Operations


Independent Chair, Head of Safeguarding, Safeguarding Lead

		Included but not limited to: Board members; independent chairs;; elected members; lay members; members of executive and sub/task groups; business support team; 

		



		Competence

		Competence

		Delivery Methods



		A1- A6 plus


A22 Actively engage in supporting a positive multi-agency approach to Adult Safeguarding


A23 Support the development of robust internal systems to provide consistent, high quality Adult Safeguarding services


A24 Ensure record systems are robust and fit for purpose


A25 Lead the development of effective policy and procedures for Adult Safeguarding in your organisation


A26 Ensure plans and targets for Adult Safeguarding are embedded at a strategic level in the organisation


Plus MCA Competencies M32-38, M47



		C48 Demonstrates regular participation in the development of practice and policy in own specialist area including on behalf of and with professional organisations.


C49 Ensure that safeguarding is embedded at a strategic level across the agency and organisation including by meeting regulatory requirements


C50 Ability to work strategically and collaboratively with partner agencies to promote awareness of safeguarding children and importance of multiagency interventions

		Conferences


Practitioner Forums


Board Events






		Criteria for Assessment

		Criteria for Assessment

		Recommended Frequency



		· Demonstrate an understanding of the different roles and responsibilities of all agencies involved in enquiries and ensure these are met


· Show awareness of updated protocols and follow/implement them, especially around information sharing between organisations


· Demonstrate application of learning from CQC inspections and Serious Case reviews in service development


· Show how multi-agency prevention strategies are being developed and used in practice


· Challenge poor practice in an intra and inter-agency level


· Demonstrate a clear understanding of national policy and procedures and how these relate to the development and application of local safeguarding policy and procedures in amulet-agency context


· Carryout effective monitoring, inspection and auditing regimes


· Demonstrate effective training and CPD activity is commissioned to support the development of Safeguarding Adult services


· Ensure necessary policy and procedures are in place to support supervisory practice


· Ensure supervisors are suitably trained to carry out the supervisory role


· Support ‘whistleblowing’ policy and procedures


· Ensure effective training, policy and procedures are in place to support effective risk and decision making in practice


· Demonstrate the established systems support good practice e.g. maintaining records, protection plan monitoring and time management


· Have a strategic understanding of the scope of safeguarding across the whole organisation


· Work in partnership with a range of agencies to promote Safeguarding


· Provide leadership for the workforce stating clear aims and objectives in Safeguarding


· Ensure that contractual arrangement adhere to Safeguarding Adult policies


· Can effectively communicate a proactive approach to Safeguarding Adult within the organisation


· Be able to account for your organisation practice


· Ensure that no group of staff is excluded from training



		· Demonstrates an awareness and understanding of child maltreatment


· Demonstrates an understanding of appropriate referral mechanisms and information sharing


· Demonstrates clear lines of accountability and governance within and across organisations for the commissioning and provision of services designed to safeguard and promote the welfare of children


· Demonstrates an awareness and understanding of effective board level leadership for the organisations safeguarding arrangements


· Demonstrates an awareness and understanding of arrangements to share relevant information


· Demonstrates an awareness and understanding of effective arrangements in place for the recruitment and appointment of staff, as well as safe whistle blowing


· Demonstrates an awareness and understanding of the need for appropriate safeguarding supervision and support for staff including undertaking safeguarding training


· Demonstrates collaborative working with lead and nominated professionals across Agencies

		3 yearly CPD Updates



		Staff Group – Adults Specialist /Strategic

		Staff Group – Children Specialist / Strategic

		



		Strategic Management and Leadership of Safeguarding Services



		Senior managers responsible for the strategic management of services. Related to Intercollegiate document levels 5 & 6.

		



		Included but not limited to: Chief Executives, Owner / Managers , Executives / Senior Managers



		Included but not limited to: Directors of children’s services


Operational Managers

		



		Competence

		Competence

		Delivery Methods



		A1- A6, A10-A12 plus


A27 Lead the development of effective policy and procedures for Adult Safeguarding in your organisation


A28 Ensure plans and targets for Adult Safeguarding are embedded at a strategic level in the organisation


A29 Promote awareness of Adult Safeguarding system within and outside your organisation


A30 Develop and maintain systems to ensure the involvement of those who use your services in the evaluation and development of your Adult Safeguarding services


Plus MCA Competencies M32-M38, M47



		C48 Demonstrates regular participation in the development of practice and policy in own specialist area including on behalf of and with professional organisations.


C49 Ensure that safeguarding is embedded at a strategic level across the agency and organisation including by meeting regulatory requirements


C50 Ability to work strategically and collaboratively with partner agencies to promote awareness of safeguarding children and importance of multiagency interventions

		Conferences


Practitioner Forums






		Criteria for Assessment

		Criteria for Assessment

		Recommended Frequency



		· Have a strategic understanding of the scope of safeguarding across the whole organisation


· Work in partnership with a range of agencies to promote Safeguarding


· Provide leadership for the workforce stating clear aims and objectives in Safeguarding


· Ensure that contractual arrangement adhere to Safeguarding Adult policies


· Can effectively communicate a proactive approach to Safeguarding Adult within the organisation


· Be able to account for your organisation practice


· Ensure the provision of training for all staff and volunteers on policy and procedures relevant their role and responsibility. 


· Ensure that no group of staff is excluded from training


· Ensure ‘whistleblowing’ systems in place


· Ensure that internal systems are robust


· Actively engage in and have comprehensive knowledge of CQC inspections and findings and how these will be implemented to support service development


· Be aware of serious case reviews and any implication for your service


· Embed the competency framework within the organisation


· Publicise and promote Safeguarding policy and procedures


· Use local and national initiatives to raise awareness such as Dignity Champions


· Ensure Adults, patients, carers and customers are supported and involved in all aspects of activity. Their feedback impacts upon service plan, locality action plans and the delivery of Safeguarding


· Provide evidence of how patients, Adults, carers and customers are involved in Safeguarding activity.



		· Demonstrates an awareness and understanding of child maltreatment


· Demonstrates an understanding of appropriate referral mechanisms and information sharing


· Demonstrates clear lines of accountability and governance within and across organisations for the commissioning and provision of services designed to safeguard and promote the welfare of children


· Demonstrates an awareness and understanding of effective board level leadership for the organisations safeguarding arrangements


· Demonstrates an awareness and understanding of arrangements to share relevant information


· Demonstrates an awareness and understanding of effective arrangements in place for the recruitment and appointment of staff, as well as safe whistle blowing


· Demonstrates an awareness and understanding of the need for appropriate safeguarding supervision and support for staff including undertaking safeguarding training


· Demonstrates collaborative working with lead and nominated professionals across Agencies

		3 yearly CPD Updates





		Adult Safeguarding Trainers – all staff who have the responsibility for delivering Universal training within their own organisation

		Inter-agency trainers. 


Single Agency Trainers

		



		Included but not limited to: Managers / Supervisors, Trainers, Workforce Development Advisors

		Included but not limited to: Managers / Supervisors


Trainers, Workforce Development Advisors, Designated Officers

		



		Competence

		Competence

		Delivery Methods



		A1 – A6, A10- A12 plus


A31 Demonstrate skills and knowledge to effectively develop learners  in  safeguarding adults

Plus MCA Competencies M32-46, M48

		C1-C11, C18-C27 plus

C51 Demonstrate skills and knowledge to effectively develop learners  in  safeguarding children and young people

		Conferences


Practitioner Forums






		Criteria for Assessment

		Criteria for Assessment

		Recommended Frequency



		· Provide evidence showing currency of knowledge of the Adult Safeguarding policy and procedures in Herefordshire


· Show evidence of training skills to provide an effective learning environment and experience

		· Provide evidence showing currency of knowledge of the Children and Young People Safeguarding policy and procedures in Herefordshire


· Show evidence of training skills to provide an effective learning environment and experience

· 
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8.7 
Mental Capacity Act Competency Framework


The framework is based upon the Bournemouth University Report “Towards a National Competence Framework for Safeguarding Adults” published in May 2012 and the London Joint Improvement Partnership Mental Capacity Act Knowledge and Competencies 2011. These competencies also link to: 

· Care Act 2014


· National Occupational Standards (NOS) for Health and Social Care and resulting QCF at Levels 2 – 5


· KSF 


· Professional Capabilities Framework for Social Workers

		Universal Level



		

		Competence

		Assessment criteria



		32

		Understanding of what Mental Capacity Act 2005 and the framework it provides for acting and decision making

		· Understand the five guiding principles


· Knowing when capacity should be assessed


· Show understanding that a person does not lack capacity to make decisions solely due to an illness, diagnosis, age or disability


· Recognise that a person may lack capacity to make one decision while having capacity to make others.


· Demonstrate knowledge of their own organisation’s policies and procedures relevant to MCA



		33

		Recognising the need to assist a person to make their own decision

		· Demonstrate ability to help people make their own decisions wherever possible


· Demonstrate ability to communicate with people at an appropriate level to help them in their decision-making



		34

		Understanding the process of assessing a person’s mental capacity in day-to-day situations (e.g. washing, dressing, eating)

		· Knowing how capacity is assessed and when and where to record to record this


· Show ability to recognise possible risks of making a particular decision and informing more senior member of staff as appropriate


· Show ability to recognise the need to refer to a more senior member of staff where more complex decisions are involved



		35

		Understanding the process of making a best interests determination in day-to-day situations

		· Demonstrate the need to act on someone’s behalf when a person lacks capacity to make the decision themselves (day-to-day decisions)


· Show understanding of the need to continue to involve the person in the decision-making process even when they lack capacity to make the decision.


· Understand the importance of involving significant others 



		36

		Understanding the concept of restraint – defined by Mental Capacity Act 2005 as 


1. Use force – or threaten to use force – to make someone do something that they are resisting


2. Restrict a person’s freedom of movement, whether they are resting or not.

		· Knowledge of what restraint is, when and how it can be used. Restraint could include physical restraint, Chemical restraint and the use of diversion tactics.

· Demonstrate ability to implement organisational policy of least restraint.

· Show ability to recognise the need to refer to a more senior member of staff 



		37

		Understanding deprivation of liberty issues

		· Use of restraint and what constitutes restriction and deprivation

· Knowledge of organisational policy

· Basic knowledge of DoLS and who to contact for advice in your own environment



		38

		Understanding of what Mental Capacity Act 2005 and the framework it provides for acting and decision making

		· Demonstrate knowledge of organisation’s policies and procedures relevant to MCA


· Knowledge of the protection the MCA offers workers providing care or treatment





		Targeted Level





		

		Competence

		Suggested evidence



		39

		Understanding the need to assist someone in making their own decision

		· Demonstrate effective communication with service people to ensure they understand the information relevant to the decision in question


· Demonstrate ability to use different methods of communication to help Adults/patients understand information (e.g. visual aids where relevant)

· Demonstrate ability to work with “unwise decisions” and ensure ongoing support to the person while protecting their autonomy and how this links to Adult Safeguarding Framework


· Knowledge of the necessary steps to support people to make decisions such as accepting a new or revised care package, consenting to or knowing how to use medication, take part in a planned programme of physiotherapy or occupational therapy 


· Considering people’s ability to consent to proposed care or treatment





		40

		Ability to use the two-stage test of capacity

		· What does the act mean by lack of capacity


· Knowledge of who should be making the assessment of capacity


· Ability to carry out a formal assessment of capacity


· Know how and where these assessments should be recorded





		41

		Understanding of the process of making best interests decisions 

		· Demonstrate ability to follow the best interests checklist


· Demonstrate able to use a “balance sheet approach” to determine best interests


· Understand the relevance of European Convention of Human Rights Article 8 “right to private and family life”


· Aiding the person to participate in the process


· Demonstrate ability to involve families and carers in best interest decision-making and being clear about the limits of their powers.


· Demonstrate ability to analyse different views from a variety of people to come to a decision


· Demonstrate ability to explain the reasoning for coming to a decision where there are conflicting views


· demonstrate the ability to decide who should be the decision maker(s) 



		 42

		Understanding who else can make decisions

		· Knowledge of Lasting Powers of Attorney, deputies, advance decision to refuse treatment, and how to test the validity of each.


· To show when further advice should be sought  and consideration of applications to Court of Protection





		 43

		Understanding the concept of restraint 

		· Knowledge of when restraint can be used


· Demonstrate ability to implement organisational policy


· Demonstrate ability to identify lack of capacity and the need to prevent harm to the person when considering the need for restraint


· Demonstrate ability to analyse the likelihood and seriousness of harm in relation to the person lacking capacity


· Demonstrate ability to understand the concept of proportionality where restraint is involved


· Ability to develop a care plan to set out how and when restraint should be used





		 44

		Understanding the Deprivation of Liberty Safeguards

		· Demonstrate ability to understand the concept of deprivation of liberty, and the continuum between restriction and deprivation of liberty


· Demonstrate an understanding of DOLS in relation to your own role and that of others





		 45

		Understanding the role of an Independent Mental Capacity Advocate (IMCA)

		· Demonstrate knowledge of the statutory eligibility criteria for instruction of an IMCA


· Demonstrate ability to consider whether a person will benefit from an IMCA where there are discretionary criteria (adult safeguarding, care reviews)


· Understand the role of the IMCA


· Demonstrate ability to communicate effectively with IMCA to ensure the person is adequately supported during the decision-making process





		 46

		Maintaining accurate, complete and up-to-date records

		· Demonstrate ability to record assessments of capacity and best interests decisions within statutory requirements


· Demonstrate ability to critique case notes created by self and others


· To recognise, record and report issues to Safeguarding and into the Quality Concerns process







		Strategic / Specialist Level



		

		Competence

		Suggested evidence



		47

		Protecting the organisation / department from claims of negligence or malpractice 

		· Demonstrate knowledge of legal duties and requirements of MCA and DOLS


· MCA and DOLS Policies and procedures are reviewed regularly and accessible to all staff


· MCA and DOLS processes are considered and embedded in all other policies


· Demonstrate ability to provide reports where required


· Provision of  evidence of accessible and appropriate training through the organisation / department to ensure staff competence


· Supporting effective compliance of the MCA in local communities


· Procedure in place to report issues to Safeguarding and Quality Concerns process

· 





		48

		Supervision and teaching

		· Demonstrate ability to teach others in training (e.g. student nurse, social worker, care workers) how capacity is assessed and supported in this setting.


· Demonstrate the ability to incorporate the requirements of MCA into regular supervisions.
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9.0 Implementation

All organisations are required to implement workforce development plans that indicate how the workforce will be able to gain the required knowledge and skills to show their competency against the framework. This will include time frame for delivery, delivery methods and target audiences. 

There may be multi-agency training / learning activities that HSAB/HSCB members will be required to disseminate within their own organisations and ensure compliance.

10.0 Quality Assurance, Evaluation & Validation

The HSCB/ HSAB will monitor the quality of training and evaluate its effectiveness through the relevant sub groups and impact evaluation. The results will then be reported to each Board by Joint Workforce Development Group half yearly. 


10.01 Multi-agency training 

All training commissioned on behalf of the Safeguarding Boards at targeted /strategic / specialist level will be evaluated regularly to assess impact of learning on workplace management, practice and outcomes for children and adults. The four stage Kirkpatrick model will be used and this will include: 


· Reaction - end of day satisfaction with learning questionnaire either online or by using feedback sheets 


· Learning – 2 weeks after the training a dip sample of learners across all agencies / learning activities will be identified to secure feedback on the learning from the training through an online survey – this might for example be driven by the need to assess new training provision or a new trainer (


· Behaviour  & Results- 1-3 months after the learning activity a sample of managers will be sent a questionnaire  to evaluate the impact the training has had on the delegates behaviour, skills, practice and performance 


Trainers will also be required to complete a self-evaluation to support reflective practice. This will support skills development and a positive learning experience for those attending training. (See Appendix 4)


The final test of the impact of training and learning will be through practice audits and reviews and the Workforce Development sub group will build this into their annual cycle of audits to test those skills and elements of the training programme they wish to review.  

10.02 Single Agency training 

All Board partners will need to report on the effectiveness of their single agency safeguarding training activity on an annual basis via performance reports.  Section 11 of the Children Act 2004 places a duty on named organisations to ensure appropriate supervision and support for paid and volunteer staff, including undertaking safeguarding training: 


· employers are responsible for ensuring that their staff are competent to carry out their responsibilities for safeguarding and promoting the welfare of children and creating an environment where staff feel able to raise concerns and feel supported in their safeguarding role; 


· staff should be given a mandatory induction, which includes familiarisation with child protection responsibilities and procedures to be followed if anyone has any concerns about a child's safety or welfare; and 


· all professionals should have regular reviews of their own practice to ensure they improve over time. 


In order to assist organisations with assuring the quality of single agency safeguarding training, the Joint Workforce Development Group will offer a Validation scheme which will give their courses an HSCB /HSAB approved status. The Joint Workforce Development Group will convene a Validation Panel and provide support through the process in preparation for submission of the single agency courses.


Single Agency training is defined as:

Training delivered by an employed individual at Universal, Targeted or Strategic/Specialist level to the workforce within the same organisation. 


For example – a health professional training a group of health visitors.


Some agencies may wish to commission a training provider to provide this on their behalf. The provider will need to hold a current certificate of validation from the HSCB /HSAB Joint Workforce Development Group.


Multi-Agency training is defined as:


Training delivered by an employed individual at Universal, Targeted or Strategic/Specialist level to the workforce drawn from a wide range of organisations.


10.03 Quality Assurance & Validation Process 


In order to fulfil its statutory functions under regulation 5, HSCB should use data and, as a minimum, should: 


· monitor and evaluate the effectiveness of training, including multi-agency training, to safeguard and promote the welfare of children. (WTSC 2015 page 67)


The Care Act 2014 states that:


“In order to respond appropriately where abuse or neglect may be taking place, anyone in contact with the adult, whether in a volunteer or paid role, must understand their own role and responsibility and have access to practical and legal guidance, advice and support. This will include understanding local interagency policies and procedures” (14.43 Care Act 2014).


This Quality Assurance scheme is being established in order to provide standards and a process for both HSCB and HSAB to fulfil this responsibility for both safeguarding children and safeguarding adults at risk training.


10.04 The Process


All safeguarding training currently being delivered or planned will be eligible to go through the Quality Assurance process. Standards have been identified to support good practice in the design and delivery of training which ultimately optimises the chances that training will be effective. These are:


1. All training is clearly linked to HSCB Training Strategy and HSAB Workforce Development Strategy. This includes aims, learning outcomes and target groups for the learning activity.


2. Content is fit for purpose and designed to meet the aims and learning outcomes. This includes a range of delivery methods to support individual learning styles


3. A selection and monitoring process is in place for trainers to ensure consistent performance and knowledge base


4. Use of a transparent and robust evaluation process measuring the impact of training within the agency


5. There is a course administration process that records and monitors attendance, produces certification if required and can be stored securely.


Methods used to verify that training is consistent with local safeguarding board standards will include:


· Review of training materials (including learning outcomes, aims and objectives)


· Visual teaching aids (PowerPoint presentations, video clips e-learning)


· Review of training records and evaluation 


10.05
Validation Panel


The panel will be made up of members of the Joint Workforce Development Sub Group and there will be at least 2 agencies /organisations represented on the panel in order to be quorate. Panel members will not be able to be part of the validation process when their own agency/organisation is submitting a validation request. All panel members are expected to declare any interest at the start of panel to avoid any potential conflict of interest.


How to submit an application for validation


The panel will sit twice yearly to review applications Oct and April. Successful organisation can have their details published on the Safeguarding Boards website. All application forms will need to be submitted to the Joint Workforce Development Group via the Business Unit by end of Sept and March.


Complete the submission form (Appendix 3) held on the safeguarding website and submit along with your training materials, lesson plans, evaluation forms, policies/procedures etc. to the Business Unit.


Validation


Once the panel have reviewed the submission, one of the following decisions will be made:


1. Validate the training for a 2 year period. The Panel chair will confirm in writing. On receipt of the letter the organisation will be able to use the LSB logos on training for a period of 2 years.



OR

2. A request will be made for further details or amendments prior to validation. The Panel chair will write to request the further information, additional material, make amendments or contact the lead trainer. Once all in place validation will be approved as above.



OR

3. Refuse validation at this time. The Panel chair will confirm in writing and give a full explanation why approval has not been granted at this time. Organisation can re-submit at any time or make an appeal.


Validation is for a 2 year period and any materials sent in by organisations as part of the process will not be distributed beyond the panel.


Appeals


If a single agency wishes to appeal about a decision made by the validation panel, this must be in writing to the panel chair within 15 working days of the decision letter. The appeal will be considered within 1 month and would be chaired by an independent person.


11.0 Resources

11.01 A Training Pool is now in place to deliver a wide range of training courses for children’s services and this is planned to be extended to include adult training in 2017. Agencies support the release of trainers to deliver training on behalf of the board which is formally agreed in the contract between the Business Unit and the individual agency. 

11.02 Training packages for universal training have been developed for agencies to use in their single agency training and these are available through the Safeguarding web site.


 Appendix 1 

Drivers informing the Training Strategy 

This workforce development strategy is informed by key legislation, guidance, professional standards. A summary of some of these is given below; it is recognised that there is a breadth and diversity of drivers and that these will continue to develop throughout the life of this strategy. 


Legislation 

· Children Acts 1989 & 2004 


· Domestic Violence, Crime and Victims Act 2004 


· Mental Capacity Act 2005 


· Deprivation of Liberties Safeguards 2007 


· Safeguarding Vulnerable Groups Act 2006 


· Care Act 2014 


· Children & Family Act 2014 


· Human Rights Act 1998 


· FGM- Mandatory Reporting Duty


Guidance 

· Care and Support Statutory Guidance 2014 


· Working Together 2015 


· Guidance about Compliance - Essential Standards of Quality and Safety, Care Quality Commission, 2010 


· Multi-agency Statutory Guidance for the Conduct of Domestic Homicide Reviews, 2013 


· National Institute for Health & Care Excellence – Safeguarding Guidance


· Social Care Institute for Excellence – Safeguarding Guidance


Professional Standards 

· Safeguarding Children and Young People: roles and competences for health care staff: Intercollegiate Document March 2014 


· Towards a National Competence Framework for Safeguarding Adults: Bournemouth University, 2010. 


· National Competence Framework for Safeguarding Children : Bournemouth University 2011 


· Professional Capabilities Framework for relevant professionals standards 


Adult Safeguarding & Children’s Safeguarding Procedures

· Adult Safeguarding: Multi-Agency policy & procedures for the protection of adults with care & support needs in the West Midlands


· West Mercia Consortium (Inter Agency Child Protection Procedures) 


Appendix 2 Terms of Reference


		Multi-Agency Safeguarding Workforce Development Sub Group Terms of Reference



		Approved by:  

		HSAB Executive Group & HSCB Executive Group

		



		Date: 

		April 2016

		



		Date of Review:  

		August 2017

		



		Chairperson*: 

		Ali Chambers



		Vice Chair:

		Vacant



		Meeting Frequency:

		Bi-monthly

		



		Quorum:

		4 agencies (3 representatives from the statutory sector plus 1 other agencies)





Overall Purpose


As an improvement group of HSAB / HSCB, the Multi Agency Safeguarding Workforce Development Sub Group is responsible for developing and maintaining a single Safeguarding Strategy and provides evidenced assurance to HSAB / HSCB that partner agencies are meeting the requirements of the Strategy.  This will ensure that people working in Herefordshire understand their responsibilities to adults and children with regard to safeguarding.


On behalf of the HSCB/ HSAB, ensure that both Boards fulfil their statutory function in relation to persons who work with service users (eg children and vulnerable adults) or in services affecting the safety of children and vulnerable adults. This includes signposting to providers of single agency training.


The group has particular responsibility to ensure that multi-agency development opportunities exist for all targeted practitioners.  


Role, Function and Responsibilities


Safeguarding Competency Framework


Develop and maintain as appropriate any competency frameworks, ensuring the framework remains fit for purpose by responding to evaluated outcomes from training and other learning activities from the Boards.


The competency framework will ensure that single agency and multi-agency workers will be able to assess knowledge and skill against the requirements of the framework and plan learning activities to upskill to the required level.


The Voice of Service Users and Carers / Voice of the Child


· Ensuring that the experience of Adults, Children and Young People involved in the safeguarding process informs the development of training and safeguarding practice.


· Ensure that Children and Young People are listened to with regard to workforce development


Workforce Development Strategy


Develop the Joint Workforce Development Training Strategy that uses partner expertise to improve outcomes in safeguarding across the two Boards partners and to meet identified development needs


This strategy will include:


· To ensure the mechanisms for the delivery of any HSCB/ HSAB multi agency training, including the development and support of a HSCB multi agency training pool are appropriate.


· Both Safeguarding Board training activities to be placed within a clear statutory and policy context with due regard to priorities


· Quality assurance and reporting procedures for single agency training


· Quality assurance procedures for multi-agency training strategy, which includes the monitoring, evaluation of effectiveness and impact of the strategy.

· Results of Training Needs Analysis from agencies to inform the training strategy.


The Multi-Agency Practitioner Forum


· Identifying the training that is being delivered and planned to be delivered by agencies and the gaps that exist.


· Strategically plan the multi-agency Practitioner Forums to meet further requirements of the competency framework and shared training needs.


· Monitoring how all agencies engage in the Practitioner Forums and issues being presented.


Governance


The group reports directly to HSAB / HSCB Executive Group through the provision of monthly updates outlining:


· The current work of the group as detailed in the agreed work plan; including impact of Targeted / Strategic training delivered on behalf to the boards


· Areas of concern and those for celebration, identified through the group’s learning and monitoring work;


· Resourcing requirements for learning or improvement work which lie outside resourcing levels previously agreed by Executive Group; 


· Progress against agreed areas of responsibility for the group within the Board’s Business Plan; and 


· Any proposed changes to the Terms of Reference for the group (including membership).


HSAB and HSCB Executive Groups will delegate further tasks to the group as appropriate as the work of the safeguarding board develops.  To this end, Activities directed by Executive Groups, will be a standing item on the agenda of the group.


Membership and Chairing Arrangements


To provide a balance the chair may call on advisors to ensure that both adult and children specialisms are represented.


The following organisations/sectors will be represented within the core membership of the group:  


Health


· 2gether NHS Foundation Trust


· NHS Herefordshire CCG


· Wye Valley NHS Trust

One rep covering Adults & one covering Children


· Designated Doctor/Nurse


· Named Doctor


Local Authority 


· Organisational Development


Other Organisations/Sectors 


· West Mercia Police


· Education – Designated Lead from schools


· Third Sector – linking to voluntary sector HVOSS


· Herefordshire Carers – linking to Local Workforce Planning Group


· Probation Service Providers/ Youth Justice (National Probation Service, CRC or YOS) – represented on a rolling basis


· Hoople 


· Early Years 


· West Mercia Women’s Aid


· Prevent Advisor


Advisors to the Group asked to attend as required


· Adult and Wellbeing Services (Principal Social Worker)


· Children’s Wellbeing Service (Principal Social Worker)


· Lead Nurse  (Adults)


In attendance


· Learning and development officer


· Business support co-ordinator


Members should declare any conflict of interest where it exists for any item on the agenda prior to the item.  Should a conflict of interest exist, the group will ask the member to leave the room while that discussion is undertaken. 


Attendance


If a core member misses two of the previous three meetings without ensuring an appropriate deputy is able to attend, the relevant Independent Chair, on behalf of the HSAB / HSCB, will write to that member to remind them of their obligation to attend meetings.  If non-attendance continues, the Chair will write to the senior officer of that agency requiring a permanent replacement.  


Accountability/reporting arrangements


The group is accountable to the Executive Group of Herefordshire Safeguarding Boards. 


Authority to act 


The group has delegated authority from the Herefordshire Safeguarding Strategic Boards to take necessary actions where insufficient assurance is presented.


Monitoring effectiveness


The group will monitor performance against these terms of reference annually; in particular evaluating attendance by members and the achievement of the identified responsibilities. This will form an annual report for the boards.


Agendas and papers


Agendas and papers should be with the members of the group five days before the meeting. It is the responsibility of the person producing a report to ensure it is with the secretarial support ten working days before the meeting. 


The minutes and action table will be circulated to members within fourteen days of the meeting. The minutes must be an accurate record of the meeting which capture the discussions that take place.


Communication


Any messages arising from the work of this sub group for a wider audience, such as examples of best practise or areas for common consideration should be channelled through the Joint Communications sub group.  


This multi-agency group has the responsibility for ensuring all messages to and from the board are communicated in a consistent and comprehensive manner and are routed through the most effective means, using existing networks where possible.


It will be the responsibility of the Chair and the Learning and Development Officer to ensure that any message is scheduled onto the Joint Communications sub group work plan.
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