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JOB DESCRIPTION

SAFEGUARDING COORDINATOR
	PEOPLE MANAGER/
MATRIX MANAGEMENT
	DSL, London
Headteacher/ Associate Head



· This job description should be considered as guidance and is not exhaustive. 

· It may be amended at any time following discussion between the People Manager and colleague and may be reviewed as part of the performance review process. 

· The postholder may be required to undertake other duties as reasonably required by their people manager or any member of the Leadership Team. 

· All posts are subject to Enhanced DBS checks in addition to a range of other vetting checks as per the latest statutory safeguarding guidance. 

· Though the postholder is contracted to work for a defined number of hours per week, it is a requirement of this post that the holder will flex these hours to reasonably meet the needs of the schools, which will include being contactable, and sometimes working, during the evening, at weekends and during holidays. The nature of this post also means that the post holder will need to regularly travel between our schools.

	
OVERVIEW

	· This full-time Safeguarding Coordinator role is focused on supporting the Designated Safeguarding Lead (DSL) in maintaining a strong safeguarding culture across the London cluster. The role involves coordinating safeguarding and child protection procedures, managing safeguarding records and interventions, responding to concerns, and acting as a deputy point of contact when required. The Safeguarding Coordinator works closely with school leaders, colleagues, families, and external agencies to ensure safeguarding practices remain robust, effective, and fully aligned with statutory guidance, including Keeping Children Safe in Education (KCSIE).
· The role includes monitoring pupil welfare, attendance and wellbeing concerns, as well as supporting early intervention and multi-agency work, and helping vulnerable pupils and families access appropriate support. 
· Responsibilities also include maintaining accurate safeguarding records on MyConcern, contributing to safeguarding meetings and risk assessments, supporting staff training and compliance, and assisting with welfare checks, safeguarding plans, and attendance interventions to promote positive outcomes for pupils.



	KEY ROLES & RESPONSIBILITIES

	
   1. Support the Designated Safeguarding Lead

· Assist the DSL, London in implementing the school’s safeguarding and child protection policies
· Act as a deputy DSL point of contact for safeguarding concerns when the DSL is unavailable
· Support the coordination of safeguarding responses and interventions
· Help ensure safeguarding practices align with statutory guidance, including Keeping Children Safe in Education (KCSIE)
· Attend safeguarding meetings and contribute to action planning and follow-up.

   2. Safeguarding Record Management 

· Maintain accurate, confidential, and up-to-date safeguarding records and chronologies on MyConcern
· Monitor safeguarding files to ensure actions, referrals, and outcomes are recorded promptly
· Support the secure transfer of safeguarding records when pupils move schools
· Work with the DSL to track and monitor pupils, including attendance, wellbeing and welfare concerns.

  3. Monitoring and Early Intervention

· Identify patterns of concern and escalate appropriately to the DSL
· Support early help assessments and interventions for pupils and families
· Monitor pupils subject to Child Protection Plans, CIN Plans, or other multi-agency support
· Assist in coordinating support for pupils experiencing mental health, attendance or welfare concerns
· Conduct welfare checks (home visits) where appropriate and directed by the DSL and senior leaders.

  4. Liaison and Communication

· Work collaboratively with teachers, therapists and senior leaders
· Liaise with external agencies including social care, police, health professionals, and early help services
· Support communication with parents/carers regarding safeguarding and welfare concerns
· Ensure concerns raised by staff are followed up appropriately and promptly.

5. Safeguarding Administration and Compliance

· Help coordinate safeguarding training records and staff compliance monitoring
· Ensure safeguarding notices, procedures, and reporting pathways are communicated effectively across the school.

6. Training and Awareness

· Promote a strong safeguarding culture throughout the school
· Support induction processes for new staff regarding safeguarding procedures
· Assist in delivering or coordinating safeguarding briefings and updates
· Encourage staff vigilance and professional curiosity regarding pupil welfare.

  7. Attendance and Pupil Welfare

· Monitor persistent absence and safeguarding-related attendance concerns
· Work with the attendance champion (DSL) and Heads of Schools to identify pupils at risk of harm or exploitation
· Support reintegration and welfare planning for vulnerable pupils
· Assist with risk assessments and safeguarding plans where necessary
· Provide outreach support to pupils who are struggling to attend school.

8. Confidentiality and Professional Standards

· Maintain strict confidentiality while adhering to safeguarding information-sharing protocols
· Demonstrate professional boundaries and uphold safeguarding ethics at all times
· Work in accordance with school policies, statutory guidance, and professional standards
· Undertake regular safeguarding training and continuous professional development.

 Typical Duties May Include:

· Logging and triaging safeguarding concerns
· Monitoring MyConcern entries and follow-up actions
· Preparing documentation for, and attending, safeguarding meetings
· Coordinating individual risk assessments and safety plans
· Following up attendance and wellbeing concerns
· Supporting safeguarding audits and compliance checks. 



	SKILLS & TRAITS (ALL ESSENTIAL)

	· An unwavering commitment to promoting and safeguarding the welfare of pupils
· Outstanding ability to work successfully with pupils with complex SEMH needs
· Outstanding communication skills (with pupils, families & professionals)
· Outstanding organisational skills (including meeting deadlines)
· Outstanding ability to work constructively & collaboratively as part of a unified team 
· Outstanding therapeutic/pedagogical knowledge 
· Excellent IT skills
· Reflective, motivated, ambitious, professional, hard-working & focused 
· Able to recognise own training needs and willing to undergo relevant training
· Attention to detail, including in terms of presentation, punctuality and supporting the maintenance of an attractive environment for learning
· Outstanding ability to cope in high pressure, highly stressful contexts
· Creative and imaginative thinker; uses common sense and initiative but grounded, always professional and asks for help when it is needed
· Resilient and able to robustly performance manage and hold colleagues to account

	KNOWLEDGE AND UNDERSTANDING (ALL ESSENTIAL)

	
· Clear understanding of child development, learning and pupils with SEMH needs
· Clear understanding of relevant policies/codes of practice and awareness of relevant legislation – actively and independently seeks out and responds to the latest guidance 
· Clear understanding of independent special schools, local authority funding, SEND and the requirements & expectations of the DfE and the independent school standards
· Has a thorough knowledge and understanding of the relevant Independent School Standards and the latest statutory safeguarding guidance, including comprehensive knowledge of and responsibility for Part 3 of the Independent School Standards (ISS).


	QUALIFICATIONS, TRAINING AND EXPERIENCE

	
· Successful experience as a safeguarding practitioner in a challenging context (essential)
· Advanced safeguarding training (essential)
· Outstanding experience as a DSL (desirable)
· Secure knowledge and experience of statutory requirements, including the Independent School Standards (ISS) (desirable)
· Relevant post-graduate qualifications (desirable)
· Is Safer Recruitment certified (desirable)
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