
	Job Description

	
Department
	Safeguarding Team

	
Post Title:
	Safeguarding Assistant

	Salary Scale/Range
	Scale 6 (point 18 - 22) 

	Hours 
	Part Time (25 Hours - five hours per day)

	Permanent/Fixed Term
	Permanent

	Posts Responsible to
	DSL & Operational Safeguarding Lead

	Posts Responsible for
	n/a

	
Job Purpose:
• To support the Designated Safeguarding Lead (DSL) and Operational Safeguarding Lead in ensuring that safeguarding and child protection arrangements across the school are effective, robust and compliant with statutory guidance.
• To provide high-quality administrative, pastoral and operational support to the safeguarding team, ensuring that concerns are recorded accurately, referrals are processed promptly and vulnerable students receive appropriate support.
• To work collaboratively with students, families, staff and external agencies to promote student welfare and contribute to a strong culture of safeguarding throughout the school.
• To support the identification of students who may benefit from mental health, wellbeing or early help interventions and assist with signposting and coordinating appropriate support.
• To contribute to the effective implementation of safeguarding policies, procedures and practices, ensuring that safeguarding remains central to the school's culture and ethos.




[bookmark: _w13lhg7a7sy]1. Compliance and Safeguarding Administration
· [bookmark: _w13lhg7a7sy]Maintain accurate safeguarding records and systems.
· [bookmark: _w13lhg7a7sy]Support safeguarding audits and quality assurance processes.
· [bookmark: _w13lhg7a7sy]Produce reports and information as requested by the DSL or Operational Safeguarding Lead.
· [bookmark: _w13lhg7a7sy]Monitor actions arising from safeguarding meetings and ensure timely follow-up.
[bookmark: _w13lhg7a7sy]2. Attendance and Vulnerable Learners
· [bookmark: _w13lhg7a7sy]Support attendance monitoring processes.
· [bookmark: _w13lhg7a7sy]Assist with attendance interventions and communication with families.
· [bookmark: _w13lhg7a7sy]Maintain records relating to attendance concerns and safeguarding vulnerabilities.
· [bookmark: _w13lhg7a7sy]Work with pastoral teams to identify emerging concerns.
[bookmark: _w13lhg7a7sy]3. Managing Referrals
· [bookmark: _w13lhg7a7sy]Assist in preparing referrals to Children's Social Care, Early Help and other agencies.
· [bookmark: _w13lhg7a7sy]Ensure all referral documentation is complete and recorded appropriately.
· [bookmark: _w13lhg7a7sy]Liaise with staff to gather information required for referrals.
· [bookmark: _w13lhg7a7sy]Track outcomes and actions arising from referrals.
[bookmark: _w13lhg7a7sy]4. Meetings
· [bookmark: _w13lhg7a7sy]Attend safeguarding meetings as directed.
· [bookmark: _w13lhg7a7sy]Take minutes and maintain records where appropriate.
· [bookmark: _w13lhg7a7sy]Coordinate information required for multi-agency meetings.
· [bookmark: _w13lhg7a7sy]Support preparation for case conferences and Team Around the Child meetings.
[bookmark: _w13lhg7a7sy]5. Working with Others
· [bookmark: _w13lhg7a7sy]Act as a point of contact for safeguarding concerns from staff.
· [bookmark: _w13lhg7a7sy]Support communication between school, families and external agencies.
· [bookmark: _w13lhg7a7sy]Build positive relationships with students and families to encourage engagement with support services.
· [bookmark: _w13lhg7a7sy]Work closely with pastoral teams to support vulnerable students.
[bookmark: _w13lhg7a7sy]6. Managing Child Protection Files
· [bookmark: _w13lhg7a7sy]Maintain secure, accurate and up-to-date safeguarding records.
· [bookmark: _w13lhg7a7sy]Ensure documentation is compliant with GDPR and KCSIE requirements.
· [bookmark: _w13lhg7a7sy]Support the transfer of safeguarding files when students move schools.
· [bookmark: _w13lhg7a7sy]Monitor chronologies and actions to ensure records remain current.
[bookmark: _w13lhg7a7sy]7. Raising Awareness
· [bookmark: _w13lhg7a7sy]Support the delivery and organisation of safeguarding training.
· [bookmark: _w13lhg7a7sy]Assist with safeguarding communications to staff and families.
· [bookmark: _w13lhg7a7sy]Promote safeguarding awareness across the school community.
· [bookmark: _w13lhg7a7sy]Ensure safeguarding information and resources remain up to date.
[bookmark: _w13lhg7a7sy]8. Training
· [bookmark: _w13lhg7a7sy]Complete all required safeguarding training.
· [bookmark: _w13lhg7a7sy]Maintain knowledge of safeguarding legislation and guidance.
· [bookmark: _w13lhg7a7sy]Undertake professional development relevant to the role.
· [bookmark: _w13lhg7a7sy]Support the safeguarding team in implementing new guidance and initiatives.
[bookmark: _w13lhg7a7sy]9. Supporting Staff
· [bookmark: _w13lhg7a7sy]Provide advice and guidance to staff on safeguarding procedures.
· [bookmark: _w13lhg7a7sy]Support staff in recording concerns accurately.
· [bookmark: _w13lhg7a7sy]Assist pastoral teams with Early Help processes and documentation.
· [bookmark: _w13lhg7a7sy]Signpost staff to appropriate safeguarding resources and support.
[bookmark: _w13lhg7a7sy]10. Understanding the Views of Children
· [bookmark: _w13lhg7a7sy]Build positive and trusted relationships with students.
· [bookmark: _w13lhg7a7sy]Encourage students to share concerns and seek support.
· [bookmark: _w13lhg7a7sy]Ensure student voice is considered when planning interventions and support.
[bookmark: _w13lhg7a7sy]11. Holding and Sharing Information
· [bookmark: _w13lhg7a7sy]Maintain confidentiality at all times.
· [bookmark: _w13lhg7a7sy]Share information appropriately and in line with safeguarding guidance.
· [bookmark: _w13lhg7a7sy]Support effective communication between school and partner agencies.
[bookmark: _uchbslakrs30]
[bookmark: _17stnm11oavp]Professional Development 
[bookmark: _l6g09hlvugfm]
· [bookmark: _icug4yu84a3o]Maintain personal professional development to ensure that the knowledge and skills required to fulfil the role are up to date 
· [bookmark: _epqsd3cj60h6]Be a professional role model, and understand and promote the aims and the values of the Trust 
[bookmark: _t54crfd0jdyj]
[bookmark: _4xwl5jaek90a]Safeguarding and Promoting the Welfare of Children and Young People 
[bookmark: _9modg1v6lm78]
· [bookmark: _5cyd4zbf6wyy]The jobholder is required to adhere to the statutory guidance ‘Keeping Children Safe in Education’ and follow all of the Trust’s policies and procedures in relation to safeguarding at all times. 
[bookmark: _balq81ba6pmo]
[bookmark: _arwj3n8hzjvy]Data Protection 
[bookmark: _qie1zz69ip47]
· [bookmark: _tt7nf75vqozq]The jobholder is expected to comply with the provisions of GDPR and the Data Protection Act 2018, and follow all of the Trust’s information governance policies and procedures at all times. 
[bookmark: _134fkmigl6t9]
[bookmark: _e1bfnciq3rwr]
[bookmark: _d44164see08v]Equality and Diversity
[bookmark: _yx6bcbksq478]
[bookmark: _ux3uu3x28er0]The jobholder is required to treat all people they come into contact with, with dignity and respect, and is entitled to expect this in return. 
[bookmark: _5ib8fdkhuczs]The Trust are committed to fulfilling their Equality Duty obligations, including valuing equality and diversity and we expect all employees to share this commitment. 
[bookmark: _iv6340yiwb2l]
[bookmark: _sh2a7ayc0cv7]Health and Safety 
[bookmark: _pm7k6fo2bf12]
[bookmark: _yua09ts2s364]The jobholder has a duty to take care of their own health and safety and that of others who may be affected by their actions at work. 
[bookmark: _k9ifosz7ahi0]The jobholder must co-operate with the Trust as their employer, and co-workers to help everyone meet their legal requirements and follow the Trust’s health and safety policies and procedures at all times.
