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1. Introduction 
This guidance aims to support the independent role of the safeguarder and it 

contains information on practical and operational issues for safeguarders. The 

policies, procedures and guidance referred to herein are available on the 

Safeguarders Panel webpage and safeguarders are encouraged to become familiar 

with them.  

 

2. Background/context 
Children 1st are contracted to manage and administer the national Safeguarders 

Panel on behalf of Ministers and the responsibility for this work lies with the 

Safeguarders Panel Team within Children 1st. The service provided by the 

Safeguarders Panel Team includes: 

• Recruitment and selection of members of the national Safeguarders Panel; 

• Training; 

• Managing the allocation of appointments; 

• Providing general support for safeguarders; 

• Monitoring performance against the Practice Standards;  

• Payment of fees and expenses; 

• Dealing with complaints and feedback. 

 

3. Practice Standards and Performance Support & Monitoring 

Framework  
The policy intention in establishing the national Safeguarders Panel was to introduce 

clear and consistent arrangements across Scotland. Safeguarders remain 

independent from all other agencies/people involved in the Children’s Hearings 

System, however they must operate within a set of parameters with appropriate 

transparency and accountability. 

 

Following a process of coproduction and consultation, the Practice Standards 

received Ministerial approval and have been operational since June 2015. The 

Practice Standards set out the minimum level of performance expected from every 

safeguarder to ensure that children, families and others receive an excellent service 

from every member of the national Safeguarders Panel. The Practice Standards are 

available here. 

 

 

http://www.children1st.org.uk/what-we-do/our-services/search-our-services/safeguarders-panel/
http://www.children1st.org.uk/media/320615/FINAL-Practice-Standards-for-Safeguarders-JUNE-2015.pdf
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The Performance Support & Monitoring Framework is in place to enable the 

performance of safeguarders to be monitored and supported in a fair and transparent 

way. The Framework also explains what is being monitored and the ways in which 

the monitoring will take place as well as how safeguarders will be supported. The 

Framework is available here. 

 

4. Child Protection 
Safeguarders occupy a unique role within the Children’s Hearings System and are 

appointed by the children’s hearing or sheriff to vulnerable children at critical times in 

their lives. Safeguarders have a responsibility to safeguard the interests of children 

and young people throughout their appointment and the associated proceedings. 

This often involves a safeguarder dealing with the complex and highly uncertain 

environments which face vulnerable children, young people and families. 

Safeguarders must be vigilant to the potential risk of harm to children and articulate 

this both through their recommendations and also in direct reporting of concerns. 

 

While a safeguarder is independent within the context of the Children’s Hearing 

system, they are bound by the same responsibilities set out for all professionals in 

policy and legislation. The policy and legislative context for child protection is laid out 

in part one of The National Guidance for Child Protection in Scotland (2014).  

 

If a safeguarder is concerned that a child is being harmed or is at risk of harm, it is 

not the safeguarder’s responsibility to investigate concerns and should follow local 

child protection procedures to report these concerns to the appropriate child 

protection service.  

 

Further information is available in the Child Protection Policy and Procedure for 

Safeguarders and via WithScotland where a safeguarder can find specific 

information local child protection arrangements in each local authority area.   

  

http://www.children1st.org.uk/media/320611/FINAL-Performance-Support-and-Monitoring-Framework-for-Safeguarders-JULY-2015.pdf
http://www.withscotland.org/public
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5. Lone Working  
Safeguarders’ personal safety is of paramount importance and safeguarders should 

assess the level of risk and put in place appropriate arrangements considering the 

safety issues involved when visiting someone in their home. The Lone Working 

Safety Guidance is available here and will assist safeguarders when considering and 

making lone working and safety arrangements.  

Safeguarders are encouraged to use the “check in/out” service operated by 

Parentline. Parentline can be contacted on 07739 257546 and further information on 

this procedure is detailed in the Lone Working Safety Guidance. 

Safeguarders are encouraged to discuss any issues which may arise in respect of 

their personal safety with the Safeguarders Panel Team. 

 

6. Allocation Process 
The process of allocating safeguarders to children and young people operates by 

way of a “taxi rank system” to ensure a fair and transparent system that allocates 

safeguarders to children as quickly as possible. The Safeguarders Panel Team 

keeps the allocation process under review and responds to operational demands 

whenever and wherever necessary. 

There is an expectation that a safeguarder be allocated to a child within two working 

days of the request being received from SCRA or the Sheriff Clerk. It is for this 

reason that safeguarders are given a window of only three hours in which to respond 

to a request that they take a case. 

Safeguarders are asked to notify the Safeguarders Panel Team of any annual leave 

and of any periods of absence they wish to take (time out). Reasons for wishing to 

take time out can be, for example, for personal reasons, due to work commitments                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  

or because of ill health. Notifying the Safeguarders Panel Team of annual leave and 

time out will not affect safeguarders’ positions in the taxi rank system. Notification is 

beneficial to the smooth and efficient running of the service in that children will be 

allocated a safeguarder sooner.  

Safeguarders are asked to advise the Safeguarders Panel Team of any changes to 

contact details (including postal address) as soon as possible and, where 

appointments are ongoing, to advise the relevant SCRA Reporter of such changes. 

For more information on the allocation process, safeguarders are referred to 

Frequently Asked Questions (FAQs) on the allocation process. 

http://www.children1st.org.uk/media/283425/Lone-Working-Guidance-April-2015.pdf
http://www.children1st.org.uk/media/283425/Lone-Working-Guidance-April-2015.pdf
http://www.children1st.org.uk/media/283425/Lone-Working-Guidance-April-2015.pdf
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7. Safeguarder fees, expenses and allowances  

7.1 Claims/Payment 
The policy on safeguarder fees, expenses and allowances sets out the procedure for 

safeguarders when making fee, expenses and allowances claims as well as offering 

guidance in doing so. For further clarity, there are also some FAQs on safeguarder 

fees, expenses and allowances. It is every safeguarder’s responsibility to familiarise 

themselves fully with the rules under which fees, expenses and allowances can be 

claimed. 

In submitting claims: 

 It is expected that a timely claim will be made by a safeguarder when each 
appointment comes to a conclusion. There may be circumstances which 
require alternative arrangements, such as an interim payment of expenses to 
be made because a case is particularly protracted. However, safeguarders 
should not make interim claims on a regular basis. 

 Relevant claim forms are available here. The claim forms are designed to be 
completed electronically and safeguarders are asked to complete them in this 
way if at all possible. A safeguarder can contact the Safeguarders Panel 
Team if they require support in completing the form electronically. However, if 
it is not possible to complete the forms electronically, safeguarders can 
download a manual claim form. Safeguarders are asked, when manually 
completing the form, to use the same description of fees as those that appear 
in the fees policy. 

 One claim form should be used per appointment, regardless of the number of 
siblings involved. Separate forms are not required for siblings who are part of 
the same appointment. 

7.2 Legal advice/representation  
Where a safeguarder is considering seeking legal advice/representation, the 

safeguarder should contact the Safeguarders Panel Team for an initial discussion. 

The Safeguarders Panel Team will liaise with the Government team who will decide 

if funding for any legal advice/representation will be made available to a safeguarder.  

7.3 Instructing interpreters/translation of documents 

When safeguarders need to instruct interpreters or pay for the translation of 

documents, any estimates for such services over £100 must receive prior approval 

from the Safeguarders Panel Team. Safeguarders should ask the supplier of the 

service to invoice the Safeguarders Panel Team directly who will then confirm the 

accuracy of the invoice with the safeguarder.  

http://www.children1st.org.uk/media/284360/Fees-Expenses-and-Allowances-Guidance-2015-version-2.pdf
http://www.children1st.org.uk/media/292794/FAQs-Safeguarders-Fees-expenses.pdf
http://www.children1st.org.uk/media/292794/FAQs-Safeguarders-Fees-expenses.pdf
http://www.children1st.org.uk/what-we-do/our-services/search-our-services/safeguarders-panel/for-safeguarders/fees-and-expenses/
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7.4 Exceptional travel  
Provision has been made for consideration of additional payments for exceptional 

travel and further information is available in the Policy on safeguarder fees, 

expenses and allowances 2015. 

7.5 Exceptional Fees  
The Fee Guidance issued by the Scottish Government provides for criteria where 

exceptional fees may be considered. The fixed fees cover work involved in 

appointments and the Fee Guidance provides information to safeguarders about the 

detail of what is covered by these fees. FAQs have been produced to help explain 

the position with fees where this has not been clear enough from the Guidance for 

particular circumstances. The criteria for ‘exceptional’ takes into account fixed fees 

already applying to work and whether the activity is beyond ‘significant’ and can be 

considered ‘exceptional’. The fixed fee structure, by its nature involves different 

levels of activity for a safeguarder in an appointment as children’s circumstances are 

different. Some appointments may involve minimal work and others significant work. 

Safeguarders often speak of ‘swings and roundabouts’ in terms of activity. 

Any safeguarder who wishes to apply for exceptional fees is expected to have 

considered the criteria and be aware of the Fee Guidance and what the fixed fees 

cover. Safeguarders will be directed to this if they are considering a request. A 

safeguarder can phone the Safeguarders Panel Team at any time to discuss a 

possible claim. 

A safeguarder should request an exceptional fee payment in writing providing 

sufficient details to assist with a decision and this request will go to a service 

manager for a decision. The service manager can contact the safeguarder for 

information but only if this is required. Details of a child’s circumstances or any other 

case information should not be generally relevant. This information is usually to 

clarify process and can help to identify what fixed fees are relevant. Once the service 

manager has sufficient information, a decision is made and a communication sent to 

the safeguarder with a clear explanation as to why a payment has been authorised 

or not.  

 

  

http://www.children1st.org.uk/what-we-do/our-services/search-our-services/safeguarders-panel/for-safeguarders/fees-and-expenses/)
http://www.children1st.org.uk/what-we-do/our-services/search-our-services/safeguarders-panel/for-safeguarders/fees-and-expenses/)
http://www.children1st.org.uk/what-we-do/our-services/search-our-services/safeguarders-panel/for-safeguarders/fees-and-expenses/)
http://www.children1st.org.uk/media/292794/FAQs-Safeguarders-Fees-expenses.pdf
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8. Confidentiality/Data Protection Issues 
A safeguarder has a duty to ensure the security of information and documents 

provided to them as a consequence of their appointment to a child’s case.1 

Under the Data Protection Act 1998, safeguarders are deemed to be Data 

Controllers and it is a condition of a safeguarder’s appointment to register as a Data 

Controller with the Information Commissioners Office (ICO).  

Safeguarders should familiarise themselves with the Data Management Policy and 

Guidance which sets out their responsibilities and provides assistance to enable 

safeguarders to meet these. Safeguarders should be particularly aware of the 

following to enable them to comply with their legal responsibilities under the Data 

Protection Act 1998 when carrying out safeguarding duties:- 

• the need to register as a Data Controller; 

• the need to consider whether to attend relevant ICO Data Protection 

Awareness training; 

• consider privacy notices and how to use one in practice; 

• consider the filing, storage, retention, review and disposal of data; 

• the use of encrypted memory sticks provided by Scottish Government;  
• the need to register for use of secure email such as CJSM if they plan to use 

this as a means of communication with SCRA or others. 

 

9. ID badges 
A safeguarder will be provided with a Safeguarders Panel ID badge when appointed 

or reappointed to the national Safeguarders Panel. The badge should be carried by a 

safeguarder when conducting safeguarder business, particularly when visiting 

children and families. Safeguarders have a responsibility to report the loss of an ID 

badge immediately to the Safeguarders Panel Team and to the police. The 

Safeguarders Panel Team can arrange for a replacement badge when necessary. It 

is imperative that Safeguarders return their ID badge to the Safeguarders Panel 

Team when they cease being a safeguarder.  

  

                                                           
1
 The Children’s Hearings (Scotland) Act 2011 (Rules of Procedure in Children’s Hearings) Rules 2012, Rule 9 

 

http://www.children1st.org.uk/media/335369/FINAL-Safeguarders-Data-Management-Policy-and-Guidance-Sept-2015.pdf
http://www.children1st.org.uk/media/335369/FINAL-Safeguarders-Data-Management-Policy-and-Guidance-Sept-2015.pdf
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10. Feedback 
Feedback is an important way of understanding safeguarders’ practice and conduct 

and, combined with other sources of information, can help to identify good practice. 

As safeguarders are independent and often work in situations of difficulty and/or 

conflict, it is difficult to capture feedback about safeguarders, however, there is a 

Feedback Form available to help do this. 

There is no onus on safeguarders to use the form or to actively seek feedback, 

however, safeguarders can chose to do so. These forms (or indeed any comments 

made) can be emailed to the Safeguarders Panel Team  

(safeguarderspanel@children1st.org.uk).  

Feedback Forms are now in children’s hearing rooms. 

 

11. Complaints 
As part of the safeguarder contract with Scottish Ministers, the Safeguarders Panel 

Team is responsible for:- 

 responding to anyone who provides feedback about a safeguarder; 

 responding and, where necessary, investigating any concerns raised; 

 responding and, where necessary, investigating any complaints raised. 

The Complaints Policy: Addressing complaints, concerns and issues for continuous 

improvement is available on the Safeguarders Panel webpage and safeguarders are 

encouraged to become familiar with the process.  

 

12.  Information leaflets  
Safeguarders have been provided with a new leaflet for children, young people and 

families explaining the role of the safeguarder.  This is also available on the 

Safeguarders Panel webpage. Please contact the Safeguarders Panel Team for 

more leaflets as required.   

 

  

mailto:safeguarderspanel@children1st.org.uk
http://www.children1st.org.uk/what-we-do/our-services/search-our-services/safeguarders-panel/for-safeguarders/guidance-and-policy-documents/
http://www.children1st.org.uk/what-we-do/our-services/search-our-services/safeguarders-panel/complaints/
http://www.children1st.org.uk/media/356807/New-leaflet-2016.pdf
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13. Communications from Safeguarders Panel Team 
The Safeguarders Panel Team website (www.children1st.org.uk/safeguarders) is 

updated on a regular basis and a Safeguarders Panel newsletter is issued each 

quarter. The team also provide updates to safeguarders by email on a regular basis. 

Safeguarders are encouraged to familiarise themselves with the website and 

newsletters and to ensure they read all emails from the team. 

 

14. Finally 
If you have any comments or complaints in relation to the operation and 

management of the Safeguarder Panel please contact the Safeguarders Panel Team 

(safeguarderspanel@children1st.org.uk) or the Children’s Hearings Team in the 

Scottish Government (Childrens.Hearings@scotland.gsi.gov.uk). 

http://www.children1st.org.uk/safeguarders
http://www.children1st.org.uk/what-we-do/our-services/search-our-services/safeguarders-panel/for-safeguarders/newsletters/
mailto:safeguarderspanel@children1st.org.uk
mailto:childrens.hearings@scotland.gsi.go.uk

