Job Description
Job Title
Safeguarding Officer (Part-Time)
Location
Wrotham School, Borough Green, Kent
Hours
16-20 hours per week, ideally 10am-2pm Monday-Friday
Reporting to
Designated Safeguarding Lead (DSL) / Deputy Headteacher
Salary
KSD, pro rata for hours works

Purpose of the Role
The Safeguarding Officer will play a key role in promoting the safety, welfare and wellbeing of all students at Wrotham School. Working closely with the Designated Safeguarding Lead (DSL), Deputy DSLs, pastoral teams and external agencies, the postholder will help ensure that safeguarding concerns are identified, recorded and acted upon promptly and effectively.
The successful candidate will contribute to creating a culture where safeguarding is everyone’s responsibility and where students feel safe, supported and able to achieve their full potential.

Key Responsibilities
Safeguarding
· Support the Designated Safeguarding Lead in the effective implementation of the school’s safeguarding and child protection procedures.
· Receive and appropriately respond to safeguarding concerns raised by staff, students, parents and external agencies.
· Maintain accurate, confidential and timely safeguarding records using the school’s safeguarding management system.
· Monitor safeguarding referrals and ensure appropriate follow-up actions are completed.
· Attend safeguarding meetings, strategy discussions, child protection conferences, Team Around the Family (TAF) meetings and other multi-agency meetings as directed.
· Liaise with Kent Children’s Social Care, Early Help services, police, health professionals and other agencies where appropriate.
· Support students who may be vulnerable or at risk by providing appropriate pastoral support and signposting.
· Assist with monitoring attendance where safeguarding concerns exist, working closely with the Attendance Team.
· Ensure safeguarding files are accurate, up to date and compliant with statutory guidance.

Student Welfare
· Build positive and professional relationships with students and families.
· Support students experiencing emotional, social or safeguarding concerns.
· Assist with welfare checks and home visits where appropriate.
· Contribute to risk assessments for vulnerable students.
· Help coordinate support plans for students with safeguarding needs.

Record Keeping and Administration
· Maintain confidential safeguarding documentation in accordance with GDPR and statutory guidance.
· Prepare reports and documentation for safeguarding meetings.
· Monitor actions arising from safeguarding meetings.
· Produce safeguarding data and reports as requested by senior leaders and governors.
· Ensure secure transfer of safeguarding files when students join or leave the school.

Training and Compliance
· Maintain up-to-date knowledge of safeguarding legislation, including Keeping Children Safe in Education (KCSIE).
· Attend mandatory safeguarding training and relevant professional development.
· Promote safeguarding awareness amongst staff and contribute to safeguarding briefings where appropriate.
· Support the school’s safeguarding audit process.

General Responsibilities
· Uphold the values and ethos of Wrotham School.
· Maintain confidentiality at all times.
· Work collaboratively with staff across the school.
· Promote equality, diversity and inclusion.
· Undertake any other duties commensurate with the grade of the post as directed by the Headteacher or DSL.

Person Specification
Essential
Qualifications
· GCSE English and Mathematics (Grade C/4 or above) or equivalent.
· Relevant safeguarding or child protection training (or willingness to undertake).
Experience
· Experience of working with children or young people.
· Experience of handling sensitive and confidential information.
· Experience of working with external agencies.
· Experience of maintaining accurate records.
Knowledge
· Good understanding of safeguarding legislation and statutory guidance.
· Knowledge of Keeping Children Safe in Education.
· Understanding of child protection procedures.
· Awareness of contextual safeguarding, online safety and child exploitation.
Skills
· Excellent interpersonal and communication skills.
· Ability to build positive relationships with young people.
· Strong organisational skills.
· Excellent written record-keeping.
· Ability to remain calm under pressure.
· High level of confidentiality and professionalism.
· Competent IT skills, including Microsoft Office and safeguarding recording systems.
Personal Qualities
· Compassionate and approachable.
· Resilient and emotionally intelligent.
· Professional judgement and integrity.
· Able to work independently and as part of a team.
· Committed to promoting the welfare of children.

Desirable
· Designated Safeguarding Lead or Deputy DSL training.
· Experience working in a secondary school.
· Experience using safeguarding systems such as CPOMS
· Knowledge of attendance legislation and Early Help processes.
· First Aid qualification.

Safeguarding Statement
Wrotham School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The successful applicant will be required to undertake an enhanced DBS check, online searches in line with Keeping Children Safe in Education, satisfactory references and all other safer recruitment checks.

Why Join Wrotham School?
Wrotham School is an ambitious and inclusive secondary school committed to ensuring every student is safe, supported and able to thrive. As part of the Character Education Trust, we are proud of our strong pastoral ethos, dedicated staff and commitment to continuous improvement. This is an exciting opportunity to join our experienced safeguarding team and make a real difference to the lives of young people.

