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THE PASSMORES CO-OPERATIVE 
LEARNING COMMUNITY


Job Description

    (Non-Teaching Staff)

Title:
Deputy Designated Safeguarding Lead 
Line Manager: SLT
Performance Management Reviewer: SLT 
Deputy Designated Safeguarding Lead

· To assist in facilitating the development of safeguarding and child protection policies, training and procedures and guidance for Passmores Academy.

· To undertake appropriate Level 3 Child Protection Training every two years.

· To maintain a working knowledge of how the LA conducts Child Protection Plan Case Conferences and Child in Need meetings and be able to attend these effectively when required to do so. These meetings will be delegated to various members of the Safeguarding team by the DSL.

· To attend any TAF/TAC meetings delegated by the DSL. 

· In partnership with the HR team, ensure each member of staff has access to and understands the school’s Child Protection Policy and Procedures, including new and part time staff.

· To send, receive and coordinate referrals, arrange action and review services for children and families. These referrals may include School Nurse, Social Care, the Police, YCT, CAMHS, FSS and other relevant agencies. 

· To maintain accurate, confidential, and up to date documentation on all cases of safeguarding and child protection using ‘my concern’.

· To receive and triage concerns shared via ‘my concern’ and in partnership with another member of the team and where appropriate, create an action plan to support the young person. 

· To participate in visits to Primary Schools to facilitate information sharing during transition from Primary to Secondary, as delegated by the DSL. 

· To share responsibility for updating and maintaining MyConcern, providing training where necessary and liaising with the MyConcern help line when appropriate.

· To liaise with the Principal and wider safeguarding team to inform of issues especially ongoing enquiries under Section 17 and Section 47 of the Children Act 1989 and police investigations. 

· To ensure that the setting is always presented positively within and beyond the setting and to encourage a culture of listening to children and taking account of their wishes and feelings. 

· To maintain confidentiality at all times. 

· To ensure consistency in safeguarding by attending regular safeguarding supervision meetings where cases are discussed. 

· Keep up to date with developments relevant to the role in line with the current Keeping Children safe in Education. 

· To ensure the transfer of Safeguarding files.  This will include to post 16 settings, other secondary schools after midterm transfers and on arrival in Year 7.

· Provide cover for the Designated Safeguarding Lead as required.
In addition to the above areas, the postholder is responsible for the following actions:

Liaising with:  Line Manager, other relevant support staff, Subject Staff, Pastoral staff, LA staff, parents/carers and outside agencies as and when required.
Other Duties


1. To actively participate in whole school self-evaluation and development to help ensure that all children meet their potential

Health and Safety

1. To ensure that all Health & Safety policies and procedures are followed
Pastoral System

1. To liaise as appropriate with Pastoral Staff on Pastoral Related issues

Other specific duties

1. To play an active part in the life of the school community

The job description is current at the date shown, but in consultation with you, may be changed by the Principal to reflect or anticipate changes in the job commensurate with the grade and the job title

Natalie Christie 

Principal

March 2026
