


WELCOME 
FROM THE HEAD 

Russell Langdown 
Head of School 

Lawn Manor Academy is proud to be part of the Ascend Learning Trust. 

We were the first school to join the Ascend Learning Trust in 

September 2017 and we enjoy close links with all Ascend Learning 

Trust schools. We believe that within each child there is a real potential 

to achieve and that, as teachers, it is our job to ensure that this 

potential is met through their academic studies and high expectations. 

Lawn Manor Academy is an all-ability school and we place great 

emphasis on inclusive education. 

We have an excellent pastoral care system to support pupils and the 

community. We offer a rounded curriculum to suit children of all abilities 

with excellent facilities to support this. We take pride in the focus we give 

to each child as an individual and how we help them to develop and grow 

to achieve well and be a good citizen. 

We have an ambitious vision for our school with a robust strategy for 

achieving it. Our I Learn values are at the heart of our strategies for 

success. 

Working at Lawn Manor Academy is both rewarding and inspiring. We are 

an inclusive environment that celebrates diversity and different cultures 

daily. We are committed to extremely high standards of behaviour and 

have fostered an environment where the relationships that exist within the 

school, and the polite and respectful atmosphere that we enjoy, are 

commented on by all who visit our school. 

By teaching our pupils how to demand the best of themselves, we will send 

them out into the world ready to embrace the challenges they will meet; 

whether they are in the boardroom, on the stage, in the lab or on the 

sports field at home or abroad. A positive mind-set is important at Lawn 

Manor Academy. 

We take pride in "Inspiring and Creating Futures for All". 

Inspiring and Creating Futures for All 







 

Assistant Safeguarding Officer  
 
To implement the school’s Child Protection & Safeguarding policy and procedures.  
 

• Encourage good practice by promoting and championing the child Safeguarding policy 
and procedures.  

• Monitor the safeguarding@ email address to support the Safeguarding Officer’s 
response to disclosures or concerns which relate to the well-being of a child, including 
referrals for Children & Families Contact Swindon within Children’s Social Care, or the 
police. 

• To receive and manage phone calls via the Safeguarding call queue 
• Maintain the Safeguarding Meeting Calendar 
• Ownership of the CPOMS system and other digital recording  
• Ownership and housekeeping of safeguarding files ensuring any transfers are 

completed  
• Ownership of archiving of safeguarding files ensuring it is in line with our Data 

Protection policy   
• Directing calls from external agencies and support members of the Student Support 

team with ad hoc requests   
• To complete referrals to outside agencies as appropriate.  
• To complete Early Help Assessments as required 
• To track EHA completion and TAF Meeting cycle 
• To produce termly safeguarding data 
• To track safeguarding CPD for staff 
• To conduct Education Welfare Checks as required from MASH, including capturing the 

Child’s Voice 
• To record action points in the weekly Safeguarding team meeting 

 
 
Person Specification 
Criteria which will be measured at application and interview 
 
Physical 

• Smart appearance with the ability to communicate with staff, pupils, parents and 
outside agencies with a polite, professional manner and to work under pressure. 

• You will be flexible and have excellent communication and organisational skills. 
 
Qualifications 

• Good experience of IT skills 
• Safeguarding Trained to Level 2 or 3 (advantage but not essential as training would be 

provided) 
• 5 GCSE’s A*-C incl. English and Maths or equivalent 
• A Level or Equivalent  
• Evidence of relevant training and/or professional development. 

 
Specialist Knowledge 

• Demonstrable knowledge of the principles involved in giving advice and guidance to 
children/young people, including the place of confidentiality 



 

• Knowledge of the responsibilities of agencies towards vulnerable children such as the 
Child Protection 

• Procedures and intervention work 
• Demonstrable knowledge of the range of additional support/agencies which can be of 

assistance to vulnerable pupils/students and families 
• Knowledge of ‘Framework for the Assessment of Children in Need and their Families’ 
• Ability to summarise clearly and concisely and articulate concepts and proposals 
• Ability to produce concise and complex reports 
• To be able to evaluate theoretical research based information 
• An understanding of the ‘Early Help’ process. 
• Knowledge of Schools Information Systems (Arbor). 

 
Skills 

• Ability to maintain student records and write other short reports as required. 
• Ability to record and produce minutes from safeguarding meetings. 
• Ability to work on one’s own initiative, balance competing priorities and organise a work 

schedule. 
• Ability to motivate children/young people by establishing empathic and supportive 

working relationships. 
• Ability to work as part of a team to reach agreed targets and outcomes for 

children/young people. 
• The ability to use word processing packages and the internet. 
• Experience of working with children including work within Child Protection and Multi 

Agency liaison. 
 
Experience 

• Considerable experience of working in one or more of: 
• Working with Children, Young People and families 
• Teacher with Pastoral experience or work in a comparable profession 
• Education Welfare Work 
• Social Work 
• Working in Education Setting 
• Having worked with vulnerable pupils (desirable)  
• Counselling 
• Mediation/Conciliation 
• Safeguarding 
• Extensive experience of working effectively with the parents /carers of children / young 

people. 
• Some experience of working effectively with a range of professionals to promote 

children’s/young people’s learning or welfare OR Significant recent experience in work 
with children and families in a statutory childcare agency, ideally in a safeguarding role. 

• Experience of working in a multi-agency environment. 
 
Other Requirements 

• Ability to work flexibly and attend evening and early morning. 
• Self-motivated and able to prioritise a demanding workload. 
• To be professionally assertive and clear thinking, able to negotiate. 
• To be able to operate as part of a team. 








