St Albans School Job Description

Job Title: Director of Safeguarding
Reports to: Second Master
Department: Safeguarding
Date: January 2027

1. Purpose of Position
The postholder is the School’s Designated Safeguarding Lead (DSL) and is a member of the School’s leadership team, in accordance with Keeping Children Safe in Education (KCSIE). They take lead responsibility for safeguarding and child protection, working closely with the Second Master to support the work of the Deputy Designated Safeguarding Leads (DDSLs) and ensure that safeguarding arrangements are implemented effectively across the School.

The postholder is also responsible for promoting and monitoring pupil attendance, working collaboratively with pastoral staff, pupils, parents and external agencies to identify concerns and provide appropriate support. 

Key Responsibilities

2.1 Safeguarding Leadership and Compliance
The responsibilities are in line with Annex B from KCSIE 2026 and include (but are not limited to):
· Take lead responsibility for safeguarding and child protection across the School, including online safety and understanding the School's filtering and monitoring systems and processes.
· Ensure that the School's safeguarding policies, procedures and practices comply with relevant statutory requirements, including Keeping Children Safe in Education and the Independent School Standards.
· Lead the implementation and annual review of the School's Safeguarding Policy and support the Nominated Governor for Safeguarding in conducting the annual safeguarding review.
· Act as a source of safeguarding advice and expertise for staff, pupils and parents, ensuring that concerns are addressed promptly and appropriately.
· Work with the Headmaster and relevant staff to promote the educational outcomes of pupils who have or have had a social worker, including addressing the impact of safeguarding concerns on attendance and attainment.
· Work with the designated senior leader responsible for filtering and monitoring and relevant IT staff to support the effectiveness of the School's online safety arrangements.
· Maintain an up-to-date understanding of relevant safeguarding guidance and local safeguarding procedures, ensuring that the School's practices are consistent with agreed inter-agency arrangements.
· Liaise with the Headmaster, Second Master and Nominated Governor for Safeguarding as appropriate, ensuring that safeguarding concerns, actions and significant developments are communicated effectively, subject to the School's procedures for allegations involving the Headmaster.

2.2 Safeguarding Case Management
· Receive, assess and respond to safeguarding concerns, ensuring that appropriate action is taken and cases are referred to Children's Services, the Police or the Channel programme as required.
· Coordinate the School's contribution to child protection plans, conferences and other multi-agency arrangements, maintaining effective relationships with relevant external agencies.
· Ensure that safeguarding concerns and allegations involving staff are referred through the appropriate procedures, including liaison with the Local Authority Designated Officer where required.
· Ensure that allegations or concerns relating to the Headmaster are referred through the appropriate reporting arrangements, including the Chair of Governors as required.
· Ensure, in collaboration with the Headmaster and relevant School authorities, that appropriate referrals are made to the Disclosure and Barring Service in accordance with statutory requirements.
· Provide guidance to pupils, parents and staff about obtaining appropriate support and work with pastoral staff to ensure that safeguarding concerns are followed up effectively.

2.3 Safeguarding Team 
· Work with the Second Master to coordinate the work of the DDSLs, providing appropriate guidance and oversight of their safeguarding responsibilities.
· Ensure that the DDSLs are trained to the same standard as the DSL and appropriately supported, with clear responsibilities and effective arrangements for escalating safeguarding concerns.
· Ensure that appropriate safeguarding cover is maintained during absences, outside normal School hours and during School holidays, with DDSLs appropriately trained and able to undertake the necessary safeguarding functions.
· Ensure that staff, governors and volunteers receive appropriate safeguarding training, including induction and regular updates, and maintain accurate training records.
· Ensure that personal safeguarding training, including online safety and Prevent awareness, is maintained at the required standard, with formal training updated at least every two years and knowledge and skills refreshed at least annually.
· Provide safeguarding training for new staff as part of their induction, together with ongoing guidance and updates as appropriate.

2.4 Safeguarding Records and Pupil Transitions
· Maintain accurate and confidential safeguarding records, ensuring that concerns, decisions and actions are appropriately documented, securely stored and kept separate from pupils' general files.
· Ensure that child protection files are requested when pupils join the School and transferred securely within the required timescales when pupils leave, with confirmation of receipt obtained.
· Ensure that relevant safeguarding information, including child protection plans, is shared appropriately with receiving schools and external agencies, considering whether advance sharing is necessary to support the pupil's safety and welfare.


2.5 Attendance Monitoring and Reporting
· Take direct responsibility for monitoring pupil attendance, ensuring that registers are accurate, unexplained absences are followed up promptly and incomplete records are addressed.
· Check attendance records weekly, following up incomplete records with pastoral staff, and produce half-termly reports for Heads of Section and termly and annual attendance reports, including breakdowns by year group and gender.
· Maintain records of pupils with low attendance, identifying emerging concerns and liaising with pastoral staff to ensure that appropriate action is taken.
· Analyse attendance data, including patterns relating to year group, gender, SEND and ethnicity, using the findings to identify trends, evaluate interventions and inform improvements in attendance.
· Complete statutory attendance and sickness returns to the Local Authority within the required timescales, ensuring that safeguarding concerns are escalated promptly without waiting for statutory reporting thresholds to be reached.
· Take the lead, where appropriate, in coordinating the response to pupils who cannot be located during the School day.

2.6 Attendance and Pupil Support
· Work with pastoral staff to identify pupils experiencing attendance difficulties and support meetings with pupils and parents to address concerns and agree appropriate actions.
· Provide support to pupils with low attendance, working with pastoral staff and families to develop and monitor individual attendance and return-to-school plans.
· Work with relevant staff and external agencies to address barriers to attendance, including those associated with SEND, health conditions and emotionally based school avoidance (EBSNA).
· Undertake relevant training in EBSNA and provide appropriate guidance and training to pastoral and other staff.

2.7 Attendance Policy and Statutory Compliance
· Review the School's Attendance Policy and Procedures with the Second Master, ensuring that they reflect current Department for Education guidance and statutory requirements.
· Explore best practice in promoting good attendance and contribute to the development of effective approaches across the School.
· Ensure that part-time timetables are appropriately authorised, temporary, regularly reviewed and accurately recorded, with relevant Local Authority notifications completed.
· Maintain accurate records of pupils joining and leaving the School, ensuring that admission-register changes and Local Authority notifications comply with statutory requirements.
· Liaise with the Local Authority and relevant School staff regarding pupils whose whereabouts are unknown, ensuring that appropriate enquiries and safeguarding actions are undertaken.
· Work with the Second Master, the designated Senior Attendance Champion, and the Local Authority's School Attendance Support Team, as appropriate, to address attendance concerns and improve practice.



2.8 Reporting and Professional Development
· Meet at least fortnightly (and more frequently when the need arises) with the Headmaster and Second Master to review safeguarding and attendance matters, identify emerging concerns and agree appropriate actions.
· Attend termly DSL meetings and other relevant safeguarding, attendance and multi-agency meetings, representing the School as appropriate.
· Maintain effective working relationships with pupils, parents, staff, governors and external agencies, ensuring that communication is professional, sensitive and confidential.
· Keep abreast of developments in safeguarding and attendance legislation, guidance and best practice, undertaking appropriate professional development.

Key Performance Indicators
· Effective leadership of safeguarding and child protection across the School, with concerns identified, recorded, referred and followed up appropriately.
· Safeguarding policies, procedures, training and records maintained in accordance with statutory requirements and School expectations.
· Effective coordination and supervision of the DDSLs, in collaboration with the Second Master, with appropriate support and safeguarding cover arrangements in place.
· Accurate and timely attendance monitoring, analysis and statutory reporting, enabling early identification of concerns and appropriate intervention.
· Effective support for pupils experiencing attendance difficulties, including appropriate engagement with parents, pastoral staff and external agencies.
· Effective contribution to the development and implementation of the School's Attendance Policy and Procedures.
· Positive feedback from pupils, parents, colleagues and line managers.
· Commitment to ongoing professional development and reflective practice.
· Upholds the highest standards of personal and professional conduct, acting with integrity, exercising appropriate discretion and promoting the safety and welfare of pupils.

Note: This job description is not exhaustive. It may be reviewed or amended from time to time, in consultation with the postholder, to reflect the evolving needs of the School.



Knowledge/Skills/Abilities

Essential
· A strong commitment to safeguarding and child protection, with a sound understanding of relevant legislation, statutory guidance and safeguarding procedures.
· The knowledge, skills and experience required to undertake the responsibilities of the Designated Safeguarding Lead, with a commitment to maintaining appropriate safeguarding training.
· The ability to provide effective safeguarding leadership, exercising sound professional judgement and managing sensitive or complex safeguarding concerns.
· The ability to work collaboratively to supervise and coordinate the work of colleagues, establishing clear expectations and maintaining high professional standards.
· A good understanding of school attendance requirements and the ability to identify and respond appropriately to attendance concerns.
· Strong analytical and organisational skills, with the ability to maintain accurate records, interpret attendance data and produce clear reports.
· The ability to manage competing priorities effectively, ensuring that safeguarding responsibilities take precedence whilst essential attendance functions are maintained.
· Outgoing and positive with a 'can-do' mindset and the enthusiasm and gravitas to be an outstanding ambassador for the School.
· Approachable and measured in manner, with the ability to set high standards whilst forming strong working relationships with pupils, colleagues, parents and external agencies.
· Organisation, discretion, resilience, flexibility and attention to detail.
· Excellent skills in oral and written communication, including the ability to handle sensitive information appropriately.
· Commitment to continuing professional development and maintaining up-to-date knowledge of safeguarding and attendance requirements.
· Confident proficiency with Microsoft Office, especially Outlook, Word and Excel. Training will be provided on the School's Management Information System, VLE and Microsoft Teams, if required.

Desirable
· Previous experience as a Designated Safeguarding Lead or Deputy Designated Safeguarding Lead.	Comment by Gareth Nichols: I’ve included this here rather than in essential as we are still potentially looking  at civilians.	Comment by Melody Jones: agreed
· Experience of managing safeguarding concerns and working with statutory agencies.
· Previous experience of school attendance monitoring, reporting and supporting pupils with attendance difficulties.
· Experience of supervising colleagues, safeguarding training or policy development.
· Knowledge of safeguarding and attendance requirements applicable to independent schools.

Safeguarding children
St Albans School is committed to safeguarding young people and promoting the welfare of children. The appointee’s responsibility for promoting and safeguarding the welfare of children and young persons for whom they come into contact will be to always adhere to and ensure compliance with the School’s Safeguarding Policy and procedures.  If in the course of carrying out the duties of the post the appointee becomes aware of any actual or potential risk to the safety or welfare of children in the School, they must report any concerns to the Headmaster.
