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Job Description

Clayton Hall Academy

Safeguarding Officer

Grade 6, 37 hours per week, term time

















Job Purpose:

The Safeguarding Officer will undertake the role of Deputy Designated Safeguarding Lead ensuring safeguarding and protection of the students of the Academy. They will deliver safeguarding training, update and implement policies and procedures and share learning with staff, volunteers and governors.

To do other reasonable tasks within the function, commensurate with the grading level and responsibility of the role.

Clayton Hall Academy is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.  This post is subject to an enhanced criminal records check.

Reporting to: Headteacher and Senior Leaders including the Designated Safeguarding Lead


Main duties and responsibilities:

	Safeguarding/Child Protection:


· Act as named Safeguarding Officer
· Liaison with social services, including follow up of all referrals and attending strategy meetings, core group meetings, child protection conferences and professionals meetings
· Responsible for maintaining the child protection files
· Liaison with Home/School Liaison Officer, Pastoral Managers and Achievement leaders regarding attendance and other issues of concern.


External Support Agencies:

· Liaison with and referrals to CAMHS in conjunction with pastoral staff and the senior leadership team.
· Managing referrals to other outside agencies such as counselling services,
· Liaise with school medical services regarding referrals made.

Students and Families:

· Individual counselling and work with students and families referred by pastoral staff and the senior leadership team.
· The organisation and training of the peer mentors and line management of member/s of staff responsible for day to day running of peer mentoring scheme. 
· Attend relevant year and senior leadership/head of year group meetings
· Attend team meetings around child/family meetings

	Support and Standards:

· Provide support and advice to students in line with promoting their social care and personal development with respect to learning and health & safety
· Respond to and take steps to resolve relationship issues between students
· Provide general student support e.g. lost items, upsets

· Monitor attendance - use Arbor to inform parents/carers
· Ensure a high standard of uniform
· Follow up attendance matters, including for agreed target students and contact or meet with parents/carers
· Collect and collate statements relating to incidents, following up directly when appropriate
· Contribute to Pastoral Support Plans
· Be aware of and comply with policies and procedures relating to child protection and all aspects of safeguarding children
· Liaise with external agencies
· Contribute to academic meetings relating to the pastoral manager’s year groups as requested

	Communication:

· Be the first point of contact for parents/carers, being responsible for and dealing with issues when appropriate and referring to other staff for action
· Ensure contact is made to parents/carers whenever incidents are dealt with by self or when delegated to contact by others
· Produce appropriate records of incidents dealt with, e.g. bullying, racial incident files
· Arrange for work to be set and collected for exclusion and other student absence
· Seek reports on student progress from staff
· Arrange parental meetings as necessary
· Ensure systems letters e.g. uniform, equipment are sent and logged


	Evaluation:

· Monitor levels of bullying and implement policies and strategies to combat it
· Produce reports on levels of incidents dealt with and other issues relevant to the post
· To lead, monitor and evaluate the impact of intervention strategies
· Engage actively in the performance review and development process, including undertaking the role of appraiser for identified staff

    General

· Contribute to the overall ethos/aims of the academy.
· Participate in training, other learning activities and performance development as required.
· Attend and participate in relevant meetings as required.
· The post holder is required to be aware of and comply with policies and procedures relating to child protection, equal opportunities, health & safety, security, confidentiality and data protection, reporting all concerns to the appropriate person. 
· The postholder has a responsibility to safeguard and promote the welfare of children and vulnerable adults during the course of their work. This post requires the post holder to undertake an Enhanced DBS check.
[bookmark: _gjdgxs]
Please note that this is illustrative of the general nature and level of responsibility of the work to be undertaken. It is not a comprehensive list of all tasks that the post holder will carry out. The post holder may be required to undertake other duties that may be required from time to time within the general scope of the post.

This job description may be amended at any time in consultation with the post holder.
.


	To whom responsible
	Headteacher and Senior Leaders inc Designated Safeguarding Lead


	Staff for whom responsible

	Safeguarding Admin Apprentice 

	Signature of Employee

	

	Print name

	

	Date

	



This job description may be amended at any time by agreement.
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Person Specification – Safeguarding Officer


	ATTRIBUTES
	
	

	Qualifications and Training
	· Degree or equivalent in relevant area
· Very good numeracy and literacy skills
· Be able to demonstrate a willingness to attend appropriate training and development


	E
E
D



	Knowledge, understanding and experience
	· Experience of working with relevant age groups within a learning environment
· Working in an environment where initiative and self motivation are required
· Working knowledge and compliance of school policies and procedures
· Knowledge of Data Protection legislation

	E

E
E
D
E

	Skills and competencies
	· Ability to communicate clearly and explain sometimes complex information with due regard to confidentiality
· Ability to provide accurate records keeping, information retrieval and dissemination of data/documentation
· High levels of computer literacy
· Ability to prioritise and work under pressure with varying deadlines
· Developing and maintaining contacts with external agencies e.g. LA, DfE wider Trust 
	E

E

E
E
E


	Personal qualities and attributes
	· Be able to maintain confidentiality
· Be able to remain impartial
· Have a flexible approach to working hours
· Have a positive attitude to personal development and training and ability to identify own training needs
· Good interpersonal skills
· Comply with Trust’s commitment to the protection and safeguarding of children
	E
E
E
E

E
E

	Other

	· Clayton Hall Academy is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.  This post is subject to an enhanced DBS with barred lists check.


	E



	
	E = Essential    D = Desirable
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