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JOB DESCRIPTION

Safeguarding and Support Manager
SALARY:
 
Points 25-28 of Support Staff Salary Spine (£34,469 - £37,039)
LOCATION:

City of Stoke on Trent Sixth Form College and Stoke on Trent College 
REPORTS TO:

Assistant Principal  - Designated Safeguarding Lead

This job description is not a comprehensive definition of the post.  Discussions will take place on a regular basis to clarify individual responsibilities within the general framework and character of the post as defined below.
POST OBJECTIVE
· To undertake the role of Deputy Safeguarding Lead (DDSL) for the College, working strategically with the Designated Safeguarding Lead (DSL) in order to ensure that the safety and welfare of our students is paramount.   
· To work in a collaborative way with all members of staff in raising awareness regarding National and local Safeguarding agendas, ensuring that internal referral mechanisms are known and followed.  
· To ensure that appropriate internal and external referrals are offered to students who at present are at risk / in need of support within a timely manner and review effective packages of support.    

· To liaise with external agencies, in particular Police, Social Care and Health to identify and effectively meet the needs of our students.  

· To work in a transparent and collaborative way with parents and carers of our students, raising awareness and supporting the student’s needs in order for them to positively access their education and develop their life skills.   
GENERAL DUTIES AND RESPONSIBILITIES

· To participate in College processes as required. 
· To comply with the Colleges policies and codes of practice in relation to Health and Safety, Equality and Diversity and Quality Assurance.

· To work flexibly in the interests of the College as required.

· To participate in the College Performance Management Scheme and undertake staff development activities as appropriate.

· To be aware of the policy, procedures and safe working practices expected of all staff relating to the processing of personal information and Data Protection.  

· To be responsible for promoting and safeguarding the welfare of children, young people and vulnerable adults you are responsible for, or come into contact with, and outside of this, to exercise vigilance at all times.

· To be a nominated First Aider and undertake relevant training as necessary. 

POST SPECIFIC DUTIES AND RESPONSIBILITIES 
· To have a direct responsibility to keep young people safe and protect them from harm, and to take reasonable steps to ensure the safety and wellbeing of students, referring to the external agencies if required.  
· To respond in a timely manner to Safeguarding concerns being raised, and ensure that appropriate action is taken / shared with relevant parties, where appropriate and in line with confidentiality.  
· To have a clear understanding of Contextualised Safeguarding and to work with this model.

· To maintain accurate records of all interventions and meetings with students, parents / carers in a confidential manner. 

· To be the key representative for the college at Child Protection Case Conferences, Child in Need Meetings and other professional meetings as required.
· To store confidential information from external agencies in an appropriate and safe manner.  

· To develop the online storage systems for data, to ensure that the college continually improve record keeping for cases of safeguarding concerns, actions and outcomes.  
· To work closely with other middle support leaders (Emotional Wellbeing, Learning and Curriculum) to ensure that a holistic approach to student’s needs are met. 

· To identify specific cohorts of students that require additional support, for example. LAC, living independently, Young Carers etc. and devise and monitor a bespoke care plan to meet their needs, liaising with other key agencies.  
· To work with the Mental Health & Wellbeing Manager and Emotional Wellbeing Workers in actioning safety planning regarding students who may pose a risk to self and others.  

· To liaise with the Exams Officer in supporting students who require specific access arrangements in exams, relating to their mental health and wellbeing.   
· To be an active member of the Support Middle Leaders team, contributing to monthly meetings and moving support agendas forward across the whole college.  
· To participate in the college interview and enrolment procedure for new applicants, offering information, advice and guidance, as appropriate.  
· To take an active role in transition planning for Y11 students who have ongoing support needs, working closely with the External Partnerships Coordinator to ensure a consistent transition from high school to Sixth Form.  

LEADERSHIP AND MANAGEMENT 

· To undertake the training, leadership and management of the Safeguarding & Support Officer and the Student Liaison and Security roles within the college.
· To set and monitor the Performance Management targets for relevant staff.  

· To work with the Quality Officer in the leadership and management of Student Parliament, Student Governors and Student Voice with an identified cohort of students.

· To work with the of parents / carers through 1:1 meeting, parents’ evenings and open events.  
· To work with the Assistant Principal in producing reports to identify safeguarding concerns, areas for intervention and appropriate responses to students at risk of harm.  
· To create and deliver Safeguarding Induction training to new staff members, in line with statutory requirements. 

· To lead and develop the Social, Emotional and Mental Health external funding projects.  

· To lead on the College’s training agenda in relation to Safeguarding.  To be the operational lead for Prevent at the College, including taking the lead at Headteachers Prevent Board meetings.
· To prepare and present papers to the relevant College/PET Committee groups including Local Governing Body, when required.

· To ensure that all staff within the college receive regular and relevant training in relation to local issues.

PERSON SPECIFICATION

	CRITERIA
	ESSENTIAL
	DESIRABLE
	ASSESSED BY

(Application, Task, Interview)

	Qualifications

	Qualified to degree standard or equivalent in appropriate field.
	(
	
	Application

	Safeguarding Level 1 and Level 2. 
	
	(
	Application 

	Professional development, skills, experience and knowledge

	Experience of working within social care and a working knowledge of local thresholds for intervention
	
	(
	Application / Interview/ Task

	Experience of innovative and inspirational leadership and management of a team of staff 
	(
	
	Application / Interview

	Recent experience of effectively monitoring outcomes for young people 
	
	
	Application / Task / Interview

	Experience of undertaking challenging and robust conversations with staff 
	
	
	Application / Task / Interview 

	Ability to devise and implement quality assurance processes 
	
	
	Application / 

Interview

	Key knowledge around referral processes into social care and appropriate levels of need. 
	
	
	Application / 

Interview

	Working knowledge of Case Conference / CIN processes and ability to professionally represent the college at relevant meetings.  
	(
	
	Application / Interview

	Ability to prioritise workload, work under pressure and help others to manage their workload
	
	
	Application / Interview 

	Ability to monitor effectiveness of interventions using key performance indicators 
	
	
	Application / Task

	Excellent ICT skills to enable and support effective monitoring and reporting 
	
	
	Task

	Excellent literacy skills and analytical skills and the ability to produce detailed and accurate references and reports.  
	(
	
	Application / Task 

	Commitment to the safeguarding and promotion of the welfare of young people
	(
	
	Application / Interview 

	Personal skills and attitudes

	An enjoyment of working with young people and an empathy for their needs and concerns
	(
	
	Application /  Interview / Observation

	Ability to work both on your own initiative and as part of the wider college team
	(
	
	Application / Interview

	Ability to work in a creative way, showing flexibility in unplanned situations.  
	(
	
	Interview / Task 

	Commitment to on-going professional learning and development
	(
	
	Application / Interview

	Excellent interpersonal and communication skills
	(
	
	Application / Interview / Observation

	Resilience, determination and a sense of humour
	(
	
	Application / Interview

	Commitment to professionalism, objectivity, sharing, teamwork and collaboration
	(
	
	Application / Interview

	Acceptance  and actively support the College’s values including equality and diversity
	(
	
	Interview / Observation

	An interest in and an affinity with young people
	(
	
	Interview


The College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. All employees are subject to an enhanced DBS (CRB) Disclosure prior to taking up an appointment with the College.

