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	Job Description: 

Safeguarding Officer
Scale:
 S01

         


                                                          Updated: June 2019

	
	


	Postholder reports to:
Safeguarding and Pastoral Manager

Purpose of Job:
· To ensure a high quality safeguarding provision that supports the Strategic Leadership Team and teaching staff in the pastoral care of students.
· To be committed to safeguarding students and staff at Sarah Bonnell

· Working with others to create a positive child-centred environment and practice in the school

· To respond to and report safeguarding issues to the relevant agency

· To maintain safeguarding recording systems and data.

· To maintain high standards of professional behaviour and presentation to reflect the expectations made of our students.
No line management responsibility
Hours of work: 14 hours per week, term time (including 5 Inset Days) plus 2 days


Key tasks and accountabilities
Data and Administration

· Maintain the confidential safeguarding database and paper files relating to safeguarding by promptly recording actions taken and information received.
· Maintain systems to provide data to inform the Strategic Leadership Team on child protection, attendance, punctuality and behaviour
Supporting Students and families:

· Make home visits in relation to student absence concerns and for mid phase admission students that cannot be contacted
· Attend Governor’s attendance and disciplinary meetings to provide support to students and their families

· Liaise with Year Leaders following Inclusion meetings to discuss and undertake  actions (e.g. home visits, contacting families with concerns, liaising with the school nurse)
Child Protection - under the direction of the Safeguarding and Pastoral Manager:
· To be responsible for safeguarding in relation to three year groups and stay with them as they move through the school

· To attend inclusion meetings as the safeguarding representative

· Deal promptly with safeguarding issues allocated by the Safeguarding Manager.
· Keep the Headteacher, SLT Safeguarding Lead and Safeguarding Manager appraised of all safeguarding actions taken.

· Liaise with local and out of borough safeguarding teams to seek advice ensuring that all actions taken are timely, appropriate and in the student’s best interest.

· Work closely with local and out of borough safeguarding teams as well as other relevant professionals to ensure information is provided promptly and followed up where necessary.

· Make referrals to the local and out of borough safeguarding teams and other relevant agencies such as the Child and Family Consultation Service.

· To work with the Headteacher, SLT Safeguarding Lead and Safeguarding Manager to ensure the school’s safeguarding responsibilities are met.

· To attend LAC meetings, Child Protection Conferences, Core Group Meetings, Child in Need Meetings or other relevant professionals meetings as the school’s representative.
· To assist in the planning and provision of Safeguarding to all members of staff
Knowledge and training:
· To keep informed of current legislation, statutory and other guidance with regards to safeguarding

· To attend relevant safeguarding training as agreed with the Headteacher and disseminate good practice throughout the school.
· To attend two yearly Designated Safeguarding Lead training in order to be able to deputise for the Safeguarding Manager if required.

· Assist the Progress leader and Year Leader for Year 7 with the transition from KS2 to KS3 e.g. primary visits, induction meetings with parents and induction days for students etc. as required.

· If required, provide support and information to parents and students at school events such as Open Days, parents evenings, Induction days etc. in relation to safeguarding, attendance, punctuality and behaviour expectations
· Assist the Safeguarding Manager with investigations and home visits in relation to the transition process as well as identifying vulnerable students who may require additional support

· Encourage parental engagement with the school through parenting programmes such as Triple P, ESOL etc.
· Provide advice and support to staff and parents in relation to safeguarding issues
Additional duties

· To work within the framework of the school ethos, adhering to the Code of Conduct at all times.
· To take responsibility for Health & Safety in the postholder’s area of work.

· Any other duties commensurate with the grade, which may be required from time to time.

· All staff are expected to take part in necessary training and staff development.

This job description will be reviewed annually.

EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment within the London Borough of Newham.  All employees are expected to understand and promote equality and diversity in the course of their work.

SAFEGUARDING CHILDREN

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and uphold all relevant procedures.
	I have read the Job Description and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.



	Name:


	Signature:

	Date:
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