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JOB SPECIFICATION 
Safeguarding and Welfare Officer 

	Reports To: Designated Safeguarding Lead (DSL) / Principal 

	Why
 

	Job Summary:  To work with the DSL and other DSP’s, the Pastoral team and all academy staff to ensure that all safeguarding policies and procedures are known and implemented as appropriate. 
 

	What
 

	Main Responsibilities  
 
Under direction of the DSL: 
· Contribute to the annual safeguarding audits for the Trust and the appropriate local Safeguarding Children Board. 
· Liaise with and provide guidance to assigned case managers for safeguarding concerns.  
· Deliver safeguarding training to academy staff. 
· Consult and inform relevant staff, parents and outside agencies, whenever necessary, to ensure the safeguarding needs of individual pupils are met. Be a point of contact for and liaise sensitively with parents and carers regarding their safeguarding role. 
· Act as E-safety lead for the Academy; taking on the responsibility of checking and authorising the accessible resources for teaching staff. 
· Work with the Pastoral Team to plan and implement appropriate interventions and support.
· Work with the Pastoral Team to ensure pupils attend school regularly. 
· Understand the local authorities’ referral processes and ensure the safeguarding needs of individual pupils are identified, met, monitored and appropriate actions are implemented. 
· Ensure safeguarding concerns raised by staff are accurately recorded and dealt with promptly according to academy policies in line with the Keeping Children Safe in Education document. 
· Provide administrative support with all aspects of safeguarding and monitor the accuracy and quality of safeguarding records. 
· Provide safeguarding advice, guidance, support and expertise for pupils and staff. 
· Provide reflective supervision sessions and case management support for individual members of the safeguarding team. 
· Attend safeguarding meetings, working with specialist agencies to help to provide for the needs of identified pupils.  
· To facilitate the sharing of relevant information with parents and between other support services and external agencies as appropriate. 
· Liaise, meet and work with the DSLs of various feeder schools. 
· Continue personal development in safeguarding including regular DSL training. 
· Follow agreed policies for communication within the academy. 
· Alert the appropriate staff on a need to know basis of pupil safeguarding concerns. 
· Provide regular updates as appropriate to the DSL on the progression of cases of any issues regarding safeguarding. 
· Act as investigation officer for disciplinary investigations of Gross-Misconduct or Misconduct (LADO related). 
· Deputise for the DSL in their absence. 
· Manage budget specific to safeguarding, ensuring that resources are allocated appropriately and in line with budget constraints. 
· Maintain confidentiality at all times. 
· Carry out duties, as directed, as per the published rota.
· Any other responsibilities deemed appropriate to the level of the post.



	How
 

	Competencies 
	Personal Attributes 
(level expected when job is conducted to the required standard) 

	
	Framework 
Seeking to establish the framework and guiding principles; making a positive contribution to the ethos of the Trust. 
	Actively promotes the Trust’s ethos internally and externally 

	
	
	Act as a role model as a tutor and a member of the Year Team. 

	
	
	Contribute to the delivery of an assembly 

	
	
	Know the current legal requirements, national policies and guidance 
on the safeguarding and promotion of the well-being of children and young people 

	
	
	Participates in Health & Safety working teams 

	
	
	Encourage individual and collective responsibility 

	
	
	Participate in a whole academy initiative 

	
	
	Undertake a departmental responsibility 

	
	Development 
Monitoring, coaching, guiding and supporting teams and individuals setting examples of desired behaviours. 
	Lead training on a relevant issues 

	
	
	Consistent outstanding practice leads to developing skills in leadership and management and highly effective professional contribution across the academy 

	
	Leading 
Providing direction to ensure that the resources are available to achieve results in the most effective way. 
	Challenge, influence and motivate others to attain high goals 

	
	
	Managerial experience is built upon an understanding of Trust ethos 

	
	
	Connects with team members and is accessible to colleagues 

	
	
	Constructs and develops teams to be effective and fosters the development of others by evaluating the full potential of others 

	
	
	Motivates and delegates appropriately in order to achieve objectives 

	
	
	Sets clear objectives 

	
	Task Management 
Establishing appropriate courses of action for oneself and others to accomplish goals 
	May provide guidance and supervision on setting tasks 

	
	
	Makes medium term plans; anticipates problems and prioritises actions 

	
	
	Prioritises own workload to achieve project activities in agreed timeframe 

	
	Communication 
Providing direction to ensure that the resources are available to achieve results in the most effective way. 
	Actively informs and briefs colleagues within team of developments, challenges and changes  

	
	
	Clear, concise and confident when communicating informally both verbally and in writing 

	
	Problem 
Solving/Decision Making 
Able to identify a potential problem; propose and assess solutions and decide upon course of action 
	Proactive in providing innovative solutions and evaluating alternatives 

	
	
	Takes responsibility within the team for making decisions and moving things forward, requires good judgement 

	
	
	Collate, analyse and evaluate information within the scope of the role providing it for further analysis in a user-friendly format  

	
	
	Presents information, recognises the most relevant information and forms conclusions 

	Context
 

	Interfaces 
	Internal/External 
	Seek opportunities to collaborate with other professionals beyond the Academies and across the Trust. 

	
	
	Financial impact/budget 
	Ensure resources are affordable and available to achieve improvement plans and stated strategic objectives. 

	
	Scope 
	People 
(directly/indirectly 
manage) 
	Act as a role model, promoting consistently high expectations of behaviour in a professional and courteous manner.  
 
 

	
	
	Travel 
	You will be required to travel between academies in your region and to Greenwood House as necessary. 

	
	Education, Qualifications and Experience (EQE) 
	Essential: 
Significant experience and training in leading safeguarding within an educational setting Desirable: 
Safeguarding management training and experience of social care, targeted youth and wider inclusion. 

	
	Safeguarding  
	All adults employed by the Trust are responsible for safeguarding and promoting the welfare of children they are responsible for or come into contact with. As such, all employees will undergo relevant background checks, including a Disclosure and Barring Service (DBS) Enhanced check with Barred List Check, in order to satisfy our statutory obligations.   


 
Whilst every endeavour has been made to outline all the duties and responsibilities of the post, this document does not specify every item in detail. Where broad headings have been used, all associated duties are naturally included in the job description. 
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