Appendix Ten
Safeguarding Toolkit 2015
Guidance on how to use the tool for providers
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Introduction

The following standards have been developed to help to safeguard and protect children and young people in Eastern Region. They have been endorsed by both Peterborough Safeguarding Children Board and Peterborough’s Commissioning and Project Board.

They are informed by legislation, research and good practice, and have been developed in consultation with a range of stakeholders including local authority commissioners and Safeguarding Board leads

They are aimed at setting a benchmark of good practice for organisations who wish to be commissioned by local authorities to provide services to children, young people and their families. 

They make explicit what is expected in relation to safeguarding children and young people. When implemented, they should provide assurance to Local Authority commissioners and Local Safeguarding Children Boards that commissioned services are able to appropriately safeguard children, young people and more importantly, create safe environments for children and young people and their families.

Chief Executives and Trustees are responsible for ensuring that those benefiting from, or working with their organisations or charity are not harmed in any way through contact with it. They have a legal duty to act prudently and this means that they must take all reasonable steps within their power to ensure that this does not happen. Chief Executives and Trustees should be committed and supportive of the roll out and continual compliance to these Safeguarding Standards to ensure children, young people and their families, especially those who are vulnerable, are not harmed through accessing their services.

The Self Audit tool which accompanies the standards will also assist commissioners to monitor compliance and organisations to monitor and review their practice and identify areas for improvement and development. The Safeguarding Toolkit template will be a means of ascertaining where further development, training and support is needed to help organisations achieve these standards. 

If you require further help with the toolkit, please contact:

Jody Watts – Business Support Officer 
Email: pscb.admin@peterborough.gov.uk 

Tel: 01733 863744
Guidance for providers
Getting started 

1. The toolkit is to be completed on the Safeguarding Toolkit template – it is an Excel spreadsheet. The template is also attached to this email. 
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2. When you open up the Safeguarding Toolkit template , you will see there are different tabs on the bottom of the spreadsheet. 

3. Click on ‘Safeguarding Tool User Details’ to fill in the key details for your agency – organisation name, auditor name, completion date etc. The toolkit should be signed off by the most senior person within your organisation. 
Filling in the audit

4. The toolkit is split into 9 different worksheets. Click on ‘Introduction’ to see a breakdown of the 9 worksheets.
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5. You can either click through to the worksheets on this page or you can navigate to the worksheets by clicking on the numbers ‘1’ to ‘8’ at the bottom of the spreadsheet. 
6. Here is an example below of how you fill in the first worksheet. The first worksheet focuses on the standard ‘Senior management commitment to the importance of safeguarding and promoting children’s welfare’ 
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7. When you have rated your scores, you need to provide further details:



8. You need to complete all 9 worksheets in this way. Once you have completed the work sheets, the spreadsheet will generate an action plan summary from your responses in on the worksheets. Click on ‘Agency Action Plan Summary’ tab. 
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9. The action plan summary will look like this:

10. Once you have completed the work sheets, the spreadsheet will also generate a score summary. Click on ‘Score Summary’ tab.
11. The score summary will look like this:

12. Link to Peterborough’s Threshold document http://peterboroughlscb.org.uk/wp-content/uploads/2014/10/PSCB-Threshold-Document.pdf
13. Once you have completed the audit, please ensure it is signed off by your most senior officer within your organisation and if required as part of a tender submission, it must be included within your tender submission. Subsequent completed audits (not part of a tender submission) should be sent to oliver.hayward@peterborough.gov.uk
This column is left blank for ‘partly meeting’ the statement. You may want to rate ‘partly met’ if your organisation has some measures in place but not quite fully meeting the statement. 





Read statement and think about whether your agency is not meeting, partly meeting or fully meeting this statement. 





This column gives you an explanation of ‘not meeting’ the statement. 








Click on the drop-down box to rate your agency’s score. If you change your decision, highlight the box and click ‘Delete’ to make it blank again. 








This column gives you an explanation of ‘fully meeting’ the statement. 








The rating for this statement is ‘fully met’ – so you need to provide full details on how your agency is meeting the standard. 





The rating for this statement is ‘not met’ – so you need to provide details on how your agency plans to make improvements. You should identify a lead person, recommend action, desired outcome, give timescale and monitor progress in this box. 





The spreadsheet will transfer the comments from the worksheets into these boxes, so you are able to look at all your agency’s actions in one place. 





The score summary gives you a breakdown of how well your agency is meeting the standards. For example, on this score summary, the agency is 50% fully meeting the first standard, but 50% not meeting the first standard. 
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