CHSCB Safeguarding audit  
Guidance on how to use the Excel tool
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Introduction

Firstly, thank you for taking the time to complete the audit tool on behalf of your organisation for the City and Hackney Safeguarding Children Board (CHSCB). We are very pleased that your organisation is taking its safeguarding responsibilities seriously and undertaking the audit.  
We carry out audits in order to monitor the effectiveness safeguarding children arrangements in the City and Hackney.  
Section 11 of the Children Act 2004 places a duty on agencies to safeguard and promote the wellbeing of children and young people.
The findings from the audits will enable the CHSCB to understand more greatly where the needs and gaps are in safeguarding children. We believe it is also a good opportunity to present your progress in improving safeguarding arrangements and sharing examples of good practice.

Who should use the Excel tool?
The Excel audit tool can be completed by statutory agencies, commissioned services and private sector organisations who have contact with children and young people. It can also be used by commissioned and non-commissioned VCS organisations. If a smaller VCS organisation is unable to access a computer they can request a copy of the audit on Word using the contact details below. 
Important note for statutory agencies

As well as completing their own Section 11 audit, the CHSCB expects statutory agencies to:

· send the appropriate audit tool to all commissioned organisations (ie. those who you contract to provide services on your behalf. Commissioned organisations must comply with Section 11 of the Children Act 2004.

· ensure commissioned agencies’ audits are completed within timescale, collate the audits and submit to the CHSCB. 
· regularly oversee the action plans for their commissioned agencies.
Important note for non-statutory agencies

Section 11 of the Children Act 2004 does not place a statutory obligation on organisations from the voluntary, community and private sector. However, we want to strongly encourage these organisations to participate in the Section 11 Audit. By completing the audit, it is hoped the learning will help your organisation to identify where to improve arrangements for keeping children and young people safe. 
Further Support
If you still have questions, please do not hesitate to contact:

Sandra Reid, Business and Performance Manager

Email:
sandra.reid@hackney.gov.uk  

Tel:

020 8356 4175

Copies of the audit tool should be returned in electronic format where possible.
Please note – pictures are for illustration only – you may notice slight differences in the current version of the tool.
Getting started 

1. The audit is to be completed on the audit tool template – it is an Excel spreadsheet. 

2. When you open up the template, you will see there are different tabs on the bottom of the spreadsheet. 
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3. Click on ‘Audit Tool User Details’ to fill in the key details for your agency – organisation name, auditor name, completion date etc. The audit should be signed off by the most senior person within your organisation. 
Filling in the audit
4. The audit is split into different worksheets. Click on ‘Introduction’ to see a breakdown of the worksheets.
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This self-assessment tool is made up of 8 worksheets.

1o |Each worksheet focuses on the standard and outiines the requirements to be achieved.

2_|Follow the links below to each worksheet where you enter your score against each of the statements and provide further details.

1. Senior management commitment to the importance of safequarding and promoting children's welfare

/2. clear statement of the agency's responsibility towards children is available to all staff

3. clear line of accountability within the organisation for work on safequarding and promoting the welfare of children

4. Service development takes account of the need to safequard and promote welfare and is informed by the views of children and families.

5. Staf training on safequarding and promoting the welfare of children for all staff working with or in contact with children & families

/6. Recruitment, vetting procedures and allegations against staff

4o |Z-Inter-asency working

 |8-Information sharing

2

Having completed your scoring. please review the Scoresheet to see an evaluation of your responses.
=

Tl

2
i« » W\ Audit Tool User Detals ), Introduction {1 {2 {3 {4 {5 {6 {7 /& {_Agency Action Plan Summary {_ Score summar)
Ready





5. You can either click through to the worksheets on this page or you can navigate to the worksheets by clicking on the numbers 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. Important! When you have rated your scores, you need to provide further details. Your audit tool will be returned if this is not completed!


8. You need to complete all 8 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. 

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. Once you have completed the audit, please ensure it is signed off by your most senior officer within your organisation and send the electronic copy of the audit to sandra.reid@hackney.gov.uk.
� EMBED MSPhotoEd.3  ���





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. 








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. 





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








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