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Job Description
Safeguarding Officer – KSD


	Post Holder:
	

	The description of the duties, responsibilities and accountabilities for the post of Safeguarding Officer (KSD) at Holy Trinity & St John’s CEP School have been set out in this job description.

	Responsibility Areas
	Safeguarding Officer

	Accountabilities
	A
	Generic duties relevant to all members of staff

	
	B
	Specific responsibility for Safeguarding

	

	Accountable to
	Head of School (Deputy DSL)
Headteacher (Lead DSL)

	Main Duties
	See attached information for detailed duties and responsibilities

	Signed
	                                                    Date:

	Signed
	                                                                  Headteacher


A - General duties relevant to all members of staff   
To promote the vision, values and aims of Holy Trinity & St John’s CEP School to ensure that each child achieves their full potential

It is expected that all staff work collaboratively to share good practice, resources and ideas and realise the school vision and values. All staff should act with professional integrity at all times, following the school ‘Code of Conduct for Staff’ and contribute positively to your own appraisal, and line management. Undertake specific tasks reasonably delegated by the Headteacher.

Use of ICT
ICT must be used creatively to inspire and motivate pupils where it is relevant to do so.
All staff will be expected to utilise ICT and to improve communication and reduce paper use. Security procedures must be followed when using ICT systems.
All staff are expected to follow (and ensure pupils follow) the procedures as laid out in the schools ICT and safety policy. 

Data Protection
It is essential when working with computerised systems that you are completely aware of your responsibilities at all times under the Data protection Act 1984 (as amended) for the security, accuracy, and significance of personal data held on such systems.

Health and Safety
Employees are required to work in compliance with the schools’ Health and Safety policies and under the Health and Safety at Work Act 1974 (as amended), ensuring the safety of all parties they come into contact with, such as members of the public, in premises or sites controlled by the school.
In order to ensure compliance, procedures should be observed at all times under the provision of safe systems of work through safe and healthy environments, including information, training and supervision necessary to accomplish those goals.

Safeguarding
Holy Trinity & St John’s CEP School is committed to safeguarding and promoting the welfare of children and young people and all staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people.
All staff are to have due regard for safeguarding and promoting the welfare of children, young people and adults and are to follow the safeguarding procedures adopted by Holy Trinity & St John’s CEP School. Any safeguarding issues must be acted upon immediately by informing a Designated Safeguarding Lead (DSL).


B: Undertaking responsibilities as a Safeguarding Officer

Leadership Duties and Responsibilities: 
· Interpret, apply and give advice on complex safeguarding issues effectively with colleagues, outside agencies and other key stakeholders.
· Understanding of the Health and Safety issues related to pupil safety.
· To be part of the school’s Family Support Team and to help develop school strategy, policy and procedures particularly in the area of safeguarding and child protection.
· To take a leading role on safeguarding issues within the school and support the Designated Safeguarding Leaders (DSLs).
· To identify, interpret and apply national and KCC safeguarding and child protection regulations from a first principles basis to ensure that best practice in this area is followed at all times.
· To formulate the safeguarding and child protection policies and procedures within the school and ensure that legal and Local Authority requirements are met.
· To support 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 schools duty of care to its pupils.
· To be the expert within the school – safeguarding and CP issues are referred to the post-holder for internal action or referral on.  The post-holder uses their professional judgement and experience as to the appropriate course of action.  This frequently requires the post-holder to liaise with external agencies.
· To be responsible for identifying specific strategic initiatives within their CP remit and devise and implement solutions within the school.
· To monitor and review safeguarding procedures and policies to ensure the school meets all national and local requirements.

Safeguarding 
· 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 the Headteacher immediately.
· To co-operate with designated officers named by the governors and/or the Headteacher to enable the school to comply with its obligations under safeguarding.
· To support the Designated Safeguarding Leaders 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.
· To 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.
· To make referrals to Social Services when appropriate so that a concern can be followed through.
· To represent the school at 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.

Supporting the Pupils
· Encourage a culture of listening to children and taking account of their wishes and feelings, among all staff, and in any measures the school may put in place to protect them. 
· 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 securely, 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 the School
· To attend staff meetings, training and development activities, as required to ensure you are up to date with relevant information.
· To play an active role in the weekly Family Support Team meetings
· Support the Senior Leadership Team in the induction of new staff and volunteers
· Ensuring the effective and timely transfer of any individual records to other school settings, at the point of transition
· Working as part of the Family Support Team and Attendance Officer to promote good attendance for all
· To be aware of school policies and procedures so a consistent approach to pupils is maintained.
· To be aware of confidential school issues and to keep confidences appropriately in line with data protection, Freedom of Information and child protection legislation and guidelines.
· To provide support and guidance to other staff to assist them in undertaking their own roles effectively.
· To participate in the School’s Appraisal Scheme to ensure you are involved in your own professional development and the development of the school.

Supporting the Family
· 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.


Health and Safety
· To promote health, safety and welfare throughout the school.
· To undertake their duties and responsibilities in full accordance with the school’s health and safety policy and procedures.
· To take reasonable care to safeguard their own safety and that of others with whom they work.
· To co-operate with designated officers named by the governors and/or the Headteacher to enable the school to comply with its obligations under health and safety or welfare.
· To report immediately any defects in plant, equipment or the working environment.

Equal Opportunities
· It is the responsibility of the post holder to promote equal opportunity and recognition of diversity throughout the school.
· The post holder will undertake their duties in full accordance with the school’s policies and procedures relating to equal opportunity and diversity.

Support for colleagues:
· Contribute to the overall work/aims of the school and appreciate and support the role of colleagues and other professionals to enable the school to fulfil its development plans.
· Liaise with the parents and other agencies as necessary.
· To observe strict confidentiality on all matters concerning pupils and school matters.
· To keep up communication systems by checking and using school e-mail system.

Supporting your own Professional Development:
· Undertake training and other learning activities and attend relevant meetings, as required to ensure own continuing professional development, including appraisal with line manager.
· To review and reflect on your own progress and development. 
· To be an active participator in the appraisal process.


This job description describes in general terms the normal duties which the post holder will be expected to undertake. However, the job description or the duties contained therein may vary or be amended from time to time without changing the level of responsibility associated with this post.
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