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Job Description                                                                    
	Job Title
	Safeguarding Manager & DDSL

	Name of Postholder:
	

	Date of Review of this Job Description
	June 2026

	Grade/Rate of Pay/Salary
	Grade 9

	Establishment
	Wood Green School

	Location
	Woodstock Road, Witney, OX28 1EB

	Post responsible to
	Designated Safeguarding Lead – Deputy Headteacher

	Working Time/Conditions
	37 hours per week, term time (39 weeks) plus some cover during the school holidays by arrangement 

	Posts responsible for
	Pastoral Support Worker Safeguarding
Other members of the safeguarding as agreed by the DSL

	Purpose of Post
	Working to the DSL and line managing the members of the safeguarding team you will provide operational leadership to promote our strong safeguarding culture. You will lead the day-to-day operations of the safeguarding team and spearhead strategic developments ensuring that safeguarding and student wellbeing provision is continuously improving. Specifically this will involve:

1. Operational leadership of safeguarding
2. Safeguarding systems implementation and  quality assurance
3. Reporting, training and governance 
4. Line management of safeguarding team



	Key responsibilities
	
Operational leadership of safeguarding
1. Act as a Deputy Designated Safeguarding Lead in line with statutory guidance
2. Lead safeguarding practice across the school, ensuring concerns are identified, recorded and acted on appropriately in line with our policies and procedures
3. Plan and complete professional assessments of need and risk using the appropriate procedures for children in need and significant harm
4. Ensure timely, accurate referrals are made to external agencies and lead multi-agency work. Be a key point of contact for police and social care and key agencies / partners

Safeguarding systems implementation and quality assurance
5. Oversee appropriate safeguarding staff attendance at all statutory and professional meetings
6. Quality assure safeguarding records
7. Produce regular safeguarding reports for senior leaders, governors and the Trust analysing trends and risks

Reporting, training and governance
8. Meet with the DSL and safeguarding governor to provide updates and assurance
9. Coordinate safeguarding training and regular communications to ensure all staff are equipped to effectively support students.
10. Ensure information sharing at key transition points for students is effective, liaising with parents and carers, relevant staff, external agencies and schools.
11. Coordinate and, where applicable, deliver support programmes for parents.
12. Complete self-evaluation tasks including the annual Safeguarding audit
13. Ensure strategic objectives for safeguarding are achieved in a timely manner
14. In response to contextual safeguarding matters, lead on written and verbal communications with staff, students, and parents
15. Laise with external agencies and partners and develop new opportunities for the benefit of our students and their families

Line management of operational safeguarding team 
16. Line management of the Pastoral Support Worker for Safeguarding and other members of the team as agreed by the DSL.
17. Ensure that the work of the safeguarding team, including the wider DDSL group, is prioritised effectively
18. Play a full part in the collaborative work of the safeguarding team including conducting home visits to support attendance and welfare.









	General Duties

	As a member of staff, the postholder will:
· Follow all school policies and procedures
· Uphold the Code of Conduct for staff 
· Safeguard and promote the welfare of all young people he/she is responsible for, or comes into contact within the school.
· Engage in relevant continuous professional development opportunities and performance management arrangements
In addition, the Headteacher may assign reasonable additional or alternative duties at any time as the needs of the school change.  
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.
In carrying out these duties you will need to work in compliance with all Trust and school policies and procedures as set out by the Governing Body and the reasonable direction from colleagues with the relevant position of responsibility.
The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the time of printing but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements, which are commensurate with the job title and grade.
In addition, you will continuously evaluate and review your role and propose improvements to this job description in the light of experience as part of the performance management process.  You will also be required to carry out any other additional duties as might be reasonably be required by the Principal.

	Health and Safety
You have specific responsibilities under Health & Safety legislation to ensure that you:
· Take reasonable care for your own health and safety, and that of others affected by what you do, or do not do
· Cooperate on all issues involving health and safety
· Use work items provided for you correctly, in accordance with training and instructions
· Do not interfere with or misuse anything provided for your health, safety or welfare
· Report any health and safety concerns to your line manager as soon as practicable







Personal Specification

	
	Qualifications and Experience
	Essential
	Desirable
	Evidence

	1
	Educated to Level 3 (e.g A Level equivalent) with good skills in English and maths
	√
	
	Letter of application;

	2
	A qualification in safeguarding (Level 3 DSL  course or equivalent)
	√

	
	Letter of application;


	3
	Further professional qualifications in areas relating to safeguarding or welfare work
	
	√

	Letter of application;


	4
	Extensive experience as a DSL or DDSL (or equivalent senior child safeguarding role – e.g. Police, charity sector, health service, social care)
	√
	
	Letter of application

	5
	Experience of providing support in an educational setting
	
	√

	Letter of application;
interview

	6
	Experience of line managing staff and or teams
	
	√
	Letter of application;

	7
	Experience of designing or supporting safeguarding improvements
	
	√

	Letter of application;
interview


	8
	Excellent understanding of effective safeguarding within a school setting
	√
	
	Letter of application; interview

	9
	Formal qualification in coaching or supervision
	
	√

	Letter of application;


	
	Knowledge
	Essential
	Desirable
	Evidence

	10
	Knowledge of current statutory guidance (KCSIE and inspection frameworks)
	√

	
	Letter of application;
interview


	11
	Knowledge of legal frameworks relating to children
	√

	
	letter of application;
interview


	12
	Awareness of information sharing and Data Protection protocols
	√

	
	Interview

	
	Skills
	Essential
	Desirable
	Evidence

	13
	Good ICT skills – Microsoft 360 suite including excel
	
√
	
	Letter of application;
interview

	14
	Excellent interpersonal skills.
	√
	
	Interview

	15
	Skilled in data analysis and identifying trends
	√

	
	Letter of application;
interview


	
	Abilities and personal competence
	Essential
	Desirable
	Evidence

	16
	A team player who upholds our school values and has excellent organisational skills
	√

	
	Letter of application;
interview


	17
	Interpersonal skills that engender trust and confidence in your work
	√
	
	Interview

	18
	An ability to offer insights and reflections that challenge staff and senior leaders in their thinking around safeguarding
	√

	
	Interview

	19
	Ability to work flexibly, prioritise to meet demands and respond positively in unplanned situations
	√
	
	Interview

	20
	A commitment to ongoing personal development and willingness to undertake appropriate training
	
√
	
	Letter of application;
interview

	21
	Demonstrate problem solving skills working in a team and under your own initiative
	√
	
	Letter of application;
interview

	22
	Commitment to the highest standards of child protection
	√
	
	Interview

	23
	An ability to assimilate data and create meaningful analysis
	√

	
	Interview


	24
	Willingness to be involved in the wider life of the school community.
	√
	
	Interview
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