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	Role title 
	SAFEGUARDING TRAINING ADMINISTRATOR

	Organisation and who benefits
	[bookmark: _Int_v1Lh2m3c]The Harpenden Trust provides a variety of support for families, individuals, and other local charitable organisations, all within the AL5 postcode. Over 500 volunteers are involved in a wide range of projects, from financial support and outings to wellbeing and befriending. All of our work is carried out with Trust values uppermost in our minds: with care and kindness, with community spirit and with creativity and commitment. 

	The Role 
	All volunteers who may be working 1-1 with vulnerable adults attend a 90 minute (approx.) in-house Adult Safeguarding Training session, which takes place approximately every 6-8 weeks. Safeguarding training must be refreshed every 2 years for which volunteers complete a short online course prepared by the Trust’s Safeguarding Training Officer. 
The handful of volunteers working in the Home Visiting team are also required to complete a (purchased) online Child Safeguarding course, again refreshed every 2 years.
Liaising with the Safeguarding Training Officer, the Administrator is required to carry out the necessary admin to ensure all relevant volunteers attend/complete the necessary safeguarding training courses and within a reasonable time frame. 
An established spreadsheet ‘tracker’ is used to track each volunteer’s progress from initial receipt of their name to logging of initial course completion/sending certificates through to refresher notification/completion

	Main tasks

	· Contact Bookings team for room/date availability and reserve/confirm booking
· Check IMP Teams Chat for names of all new volunteers requiring training and enter names into the Safeguarding Tracker 
· For Adult Safeguarding: Contact volunteers on a group Teams Chat with next course details, including reminder updates a few days before the course. 
· Follow up on queries that arise (such as non-response)
· Update the Tracker both pre and post training sessions with all necessary information 
· Ensure sufficient handouts available/arrange additional copies with Trust Administrator
· Send out training certificates with a ‘Thank You for attending’ note
· Update the Trust data base, CharityLog, with date and type of training 
· For 2-year Adult Refresher: Establish and contact, those volunteers who are due a refresher, sending them the link to the course and follow up queries that arise (such as non-response)
· Update CharityLog accordingly when refresher is completed
· For Child Safeguarding: Contact relevant new volunteer and purchase online course, carrying out the same for the 2-year refresher
· Update CharityLog accordingly 

	Skills, experience and qualities needed 
	Enjoy working with people, and have strong interpersonal skills to engage regularly with volunteers, to ensure attendance/completion of their course
Good organisational skills with strong attention to detail
Reasonable IT skills

	When
	In good time for each initial Adult Safeguarding course, (approximately 5-6 times per year). On an ongoing monthly basis for refresher courses, and on a very infrequent basis for Child Safeguarding

	Where
	Based at home, with occasional meetings at no 130

	Reporting to 
	Safeguarding Training Officer

	What can volunteers get out of it 
	Satisfaction in ensuring that relevant volunteers are trained, in order that they are then aware of the dangers and are confident when working with clients 

	Other information 

	Application form and 2 references
Initial and ongoing training as required
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