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LYNCH HILL ENTERPRISE ACADEMY

JOB DESCRIPTION

Effective Date:
 
	Post Title:
	SAFEGUARDING Officer

	Salary:
	Level 4 (8-12)

	POSITION IN ORGANISATION
	

	Reporting to:
	The post holder is accountable to the Deputy Designated Safeguarding Lead

	MAIN PURPOSE OF JOB

	

	· All matters relating to student and family welfare which have identified early help is needed

· Supporting the safeguarding team to promote the mental health of students and supporting the Academy’s Safeguarding/Child Protection documentation.


	 The post holder will effectively:

	1. To take responsible for some early help safeguarding cases

2. To support students who have specific needs (social, emotional, mental health) and students who are currently receiving or who have received support from the Safeguarding team.
3. Assist the Safeguarding team with the transfer of Child Protection files, tracking and record keeping of students as appropriate.


	MAIN ACCOUNTABILITIES and DUTIES

	1. Work with students and families who are in receipt of early help from the local authority. 

2. Make referrals to the local authority for early help cases to seek the right level of support for the child and family’s welfare.
3. Work with individuals or groups of children who are experiencing difficulties with emotional literacy or other aspects of school or home life.

4. Establish supportive, caring, and secure relationships with children and to be able to offer individual support and be someone that a child can talk to

5. Develop knowledge, devise, and implement appropriate programmes to help develop children’s emotional literacy skills and emotional well-being.
6. Share knowledge and ideas from training/supervision sessions with other school staff as appropriate.
7. Work with other professionals in the school to monitor and track the welfare and progress of pupils on the safeguarding database. 

8. Ensure appropriate information is shared with key professionals in school and contribute to meetings to discuss named students.

9. Keep detailed, accurate, secure written records of safeguarding concerns and referrals using the CPOMs system and hard copy files.

10. Provide other services with appropriate information to allow them to complete welfare assessments on pupils.

11. Attend and contribute to safeguarding meetings as required.
General Responsibilities

12. Participate in and support the performance management policy.
13. Be aware of, support and ensure equal opportunities for all.
14. Contribute to the overall ethos/work/aims of the Academy.
15. Undertake other tasks as reasonably required by the Headteacher.


	Health & Safety

	You are required to be aware of and always comply with the school’s Health and Safety policy and act proactively in all matters relating to health and safety.

	Confidentiality


During your employment you may see, hear or have access to, information on matters of a confidential nature relating to the work of Lynch Hill Enterprise Academy or to the health and personal affairs of pupils and staff.  Under no circumstances should such information be divulged or passed on to any unauthorised person or organisation.  

	

	GDPR

	During the course of your employment, you will have access to data and personal information which should be managed in accordance with the General Data Protection Regulations (GDPR).

	Safeguarding Children

	In accordance with the Trust’s commitment to follow and adhere to the most recent versions of the Department for Education’s (DfE) guidance entitled "Keeping Children Safe in Education" and “Safeguarding Children and Young People and Young Vulnerable Adults Policy” and all other relevant guidance and legislation in respect of safeguarding children, you are required to demonstrate your commitment to promoting and safeguarding the welfare of children and young people in the Trust.  All staff are required to maintain appropriate professional boundaries in relationships with children and with all members of the school community and outside agencies, and exercise sound professional judgment which always focuses upon the best interests of the students and the Trust.
You are also required to know and comply with the most recent version of the DfE document ‘Guidance for Safer Working Practice for Adults who work with Children and Young People.’ You are required to have satisfactory Enhanced DBS clearance with barred list information.  Your role requires you to observe and maintain appropriate professional boundaries at all times and avoid behaviour that might be misinterpreted by others.  You must understand and carry out your duties in accordance with the responsibilities of being in a position of trust and dispatch your duty of care appropriately at all times.  You will be expected to present a consistently positive image of the school and uphold public trust and confidence at all times.



Headteacher’s / Line Manager’s signature: ….................................................   Date:………………………..
Postholder’s signature: …..................................................................................Date:………………………..

	Person Specification


	FIRST AIDER & SAFEGUARDING ADMINISTRATOR
	Essential
	Desirable

	Qualifications

· Educated to at least GCSE grade C standard or equivalent in English and mathematics.
· Qualified ELSA trained
· Trained in safeguarding procedures.


	√


	√

√



	Knowledge and Skills

· Ability to work on own initiative as well as part of a team

· Excellent organization skills, attention to detail

· Knowledge of policies, procedures, codes of practice, and awareness of relevant legislation.

· Knowledge of an educational environment would be advantageous

· Experience of working with young people
	√

√

√


	√


	Experience

· Experience of dealing with sensitive and highly confidential information 

· Excellent written and oral communication skills with excellent numerical skills

· Experience of working in a school environment
· Office and Administration experience
	√

√


	√

√



	Personal Qualities

· Enjoy working with young people
· Have good interpersonal skills
· A sense of humour

· A flexible and adaptable approach
· A desire to continue to learn and develop within the role

· Resilience and determination to be successful

· Ability to work well under pressure

· Commitment to safeguard and promote the welfare of children and young people
	√

√

√

√

√

√


	√

√
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