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JOB DESCRIPTION


Job Title:	Safeguarding Officer

Reports to:	SLT

Pay Grade:	Kent Range 7


Purpose of Job:
As a member of the Inclusion Team you will support the Senior Leadership Team (SLT) in providing a safe environment for pupils to develop and learn.  The role encompasses all aspects of safeguarding including child protection, e-safety, safe working practices, staff training etc.  There is a need to work in partnership with outside agencies to provide a safe, caring and stimulating environment for all pupils at the school and to build links and work in partnership with parents, carers and professionals to promote the well-being of the children and young people in the care of the school.

Principal Accountabilities:
· To be part of the school’s Inclusion Team and to assist the SLT in the development of school strategy, policy and procedures particularly in the area of safeguarding and child protection. 
· To be responsible for the administration, record-keeping and filing of the school’s safeguarding paperwork and information. 
· To plan, organise and deliver training on all aspects of safeguarding and child protection to all staff groups across the school to ensure that staff are kept up to date on current procedures and understand the school’s duty of care to its pupils.
· To lead and deliver training in CPOMS to appropriate staff across the school.
· To receive and co-ordinate all safeguarding, and child protection concerns for internal action or referral. This frequently requires the post-holder to liaise with external agencies as well as internal staff.
· To support the SLT to devise and implement CP initiatives within the school.
· To assist the SLT with the monitoring and review of safeguarding policies to ensure the school meets all national and local requirements.
· To line manage the Family Liaison Officer and Welfare Officer.

Safeguarding:
· To undertake Designated Safeguarding Lead (DSL) training and execute the duties and responsibilities of a Deputy DSL.
· To undertake appropriate external training on safeguarding and child protection so you are up to date with current procedures and practice.
· To respect professional boundaries in contact with pupils and take care not to place yourself or other individuals in a vulnerable position in relation to child protection.
· To report any concerns that involve allegations against a member of staff to a Head of School immediately.



· To co-operate with designated officers named by the governors and/or the Executive Headteacher to enable the school to comply with its obligations under safeguarding.
· To support the lead DSL and other Deputy DSLs to ensure that the school complies with all relevant policies and guidance.
· To maintain a clearly indexed and secure filing system of records of concerns so that patterns can be recognised and referrals made when appropriate.
· Under the direction of the SLT seek advice and guidance from KCC safeguarding board when necessary to ensure the school is fulfilling its role in safeguarding the children and young people in its care.
· Under the direction of the SLT, make referrals to Social Services when appropriate so that a concern can be followed through.
· To attend child protection or child in need meetings, review, planning, and professionals’ meetings as arranged by Social Services, other agencies or the school.
· To co-ordinate and prepare detailed reports for those meetings so that information is appropriately shared.
· To liaise at appropriate times with school staff, appropriate outside agencies, parents etc regarding pupils’ well- being and safeguarding issues so that all parties involved work together in the best interests of the pupils, referring queries and concerns to the SLT.

Supporting pupils:
· To provide support for pupils by working in close partnership with parents, families, staff and pupils to ensure all involved parties understand and work together for the good of the pupils.
· To keep secure detailed records of incidents and work undertaken with pupils and to communicate information to relevant staff, parents and outside agencies at appropriate times so that the work is supported by all relevant individuals.

Supporting families:
· To provide impartial information or referrals to parents about the school and relevant local services available to parents children and families including those provided by education, social care, youth justice, childcare providers, the voluntary sector and others.
· Liaise with members of school staff and parents regarding families/children as necessary.
· Encourage good relations and effective dialogue between parents and teachers about children’s progress.
· Keep up to date on the range of agencies working locally in order to maintain knowledge of services that parents might be signposted to.





General:
· Present the school in a positive way in the community.
· Respect the confidential nature of all information acquired in the performance of the job either verbally or in writing.
· Support the aims and ethos of the school, showing respect for self, each other and the environment.
· Promote equality for all individuals.
· Set a good example in terms of dress, punctuality, attendance and behaviour.
· Attend team and staff meetings during working hours as required.
· Regularly check emails and pigeonhole for correspondence.
· Undertake professional duties that may be reasonably assigned by the Line Manager or Senior Leaders.
· Undertake professional development and training opportunities to secure own working knowledge of new initiatives and practice.
· Comply with all school policies and procedures in particular those relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.



The Job Description is subject to the changing needs of the school and other duties may be required from time to time.  It will be reviewed as part of the Appraisal Process.
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