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Sutton House Academy
	JOB TITLE:
	Designated Safeguarding lead and Attendance Officer

	RESPONSIBLE TO:
	Head Teacher

	RESPONSIBLE FOR:
	Safeguarding and Attendance

	GRADE:
	Level 8 point 28 - 34



Role Overview
Sutton House Academy is seeking a dedicated and experienced Designated Safeguarding Lead (DSL) and Attendance Officer to join our Senior Leadership Team.
This is a key leadership role responsible for safeguarding and promoting the welfare of all students, while driving improvements in attendance through strategic monitoring, analysis, and targeted intervention.
The successful candidate will work closely with staff, families, the Local Authority, and external professionals to ensure every student is safe, supported, and able to thrive.
This role offers the opportunity to make a significant impact on the safety, wellbeing and life chances of students.
Managing Referrals
· Refer cases of suspected abuse and neglect to the local authority children’s social care.
· Support staff who make referrals to the local authority children’s social care.
· Refer cases to the Prevent programme where there is a radicalisation concern.
· Support staff who make referrals to the Prevent programme.
· Refer cases to the Disclosure and Barring Service where a person is dismissed or leaves due to risk or harm to a child.
· Refer cases to the police where a crime may have been committed.
· Be the point of contact for Operation Encompass notifications.
· Be the point of contact for Operation Censor.
Working with staff and other agencies
· Act as the main point of contact for safeguarding, liaising effectively with staff, parents/carers, the Local Authority and external professionals.
· Work closely with safeguarding partners and external agencies to ensure timely and appropriate interventions.
· Liaise with the Local Authority Designated Officer (LADO) where concerns involve staff.
· Work collaboratively with professionals such as CAMHS, social workers, and health services.
· Build strong relationships with parents/carers to support student welfare and engagement.
· Provide professional challenge where necessary to ensure the best outcomes for students.
· Work with the Senior Leadership Team to promote improved outcomes for vulnerable pupils.
The above includes:
· Ensuring the school knows which children have or have had a social worker, understanding their academic progress and attainment, and maintaining a culture of high aspirations for this cohort.
· Supporting teaching staff to provide additional academic support or reasonable adjustments to help these children reach their potential.
Managing the child protection file
· Ensure child protection files are kept up to date.
· Keep information confidential and store it securely.
Make sure records include:
· A clear and comprehensive summary of the concern.
· Details of how the concern was followed up and resolved.
· A note of any action taken, decisions reached and the outcome.
· Ensure files are only accessed by those who need to see them, and that where a file or content within it is shared, this happens in line with information sharing advice as set out in Keeping Children Safe in Education (KCSIE).
Where children leave the school (including in year transfers):
· Ensure their child protection file is securely transferred to the new school as soon as possible, separately from the main pupil file, with a receipt of confirmation, and within the specified time set out in KCSIE.
· Consider whether it would be appropriate to share any additional information with the new school before the child leaves, to help them put appropriate support in place.
Raising Awareness
· Ensure each member of staff has access to, and understands, the school’s child protection policy and procedures, especially new and part-time staff.
· Work with the Senior Leadership Team and governors to ensure the child protection policy is reviewed annually (as a minimum) and the procedures and implementation are updated and reviewed regularly.
· Ensure the child protection policy is available publicly and parents are aware that referrals about suspected abuse or neglect may be made and the role of the school in this.
· Link with the safeguarding partner arrangements to make sure staff are aware of any training opportunities and the latest local policies on local safeguarding arrangements.
· Help promote educational outcomes by sharing information with teachers and school leadership staff about the welfare, safeguarding and child protection issues that children who have or have had a social worker are experiencing.
Providing Support to Staff
· Support and advise staff and help them feel confident on welfare, safeguarding and child protection matters.
· Support staff during the referrals process.
· Support staff to consider how safeguarding, welfare and educational outcomes are linked, including to inform the provision of academic and pastoral support.
· Understanding the views of children
· Encourage a culture of listening to children and taking account of their wishes and feelings, among all staff, and in any measures the school may put in place to protect them.
· Understand the difficulties that children may have in approaching staff about their circumstances and consider how to build trusted relationships which facilitate communication.
Holding and Sharing Information
· Understand the importance of information sharing, both within the school, with other schools and colleges on transfer, and with the safeguarding partners, other agencies, organisations and practitioners.
· Understand relevant data protection legislation and regulations, especially the Data Protection Act 2018 and the UK General Data Protection Regulation (UK GDPR).
· Keep detailed, accurate, secure written records of concerns and referrals using relevant software.
Attendance Responsibilities
· Lead the strategic monitoring and improvement of student attendance across the school.
· Analyse attendance data to identify trends, patterns and key areas of concern.
· Monitor attendance of vulnerable groups and provide regular reports to the Senior Leadership Team.
· Identify students requiring additional support and implement targeted interventions.
· Work closely with parents/carers to address barriers to attendance and improve engagement.
· Liaise with the Local Authority and external agencies to support attendance improvement.
· Lead attendance meetings, clinics and formal processes where required.
· Ensure accurate and timely completion of attendance registers.
· Maintain clear and accurate records of attendance interventions and outcomes.
· Contribute to the development and review of the school’s attendance policy and strategy.
Training and Development of Self and Others
· Undergo training when required to gain the knowledge and skills required to carry out the role and meet the expectations set out in KCSIE.
· Undertake Prevent awareness training.
· Refresh knowledge and skills at regular intervals and at least annually.
· Lead safeguarding training for all new staff as part of the induction process.
· Lead annual safeguarding training for all staff.
· Lead groups of staff in developmental activities, and evaluate outcomes, such as Educare.
NOLAN PRINCIPLES
All staff at Sutton House Academy are expected to uphold the Seven Principles of Public Life (Nolan Principles):
1. Selflessness
Act solely in the interest of students and the school community, ensuring all decisions benefit those in our care.
2. Integrity
Avoid any conflicts of interest and uphold the highest ethical standards in interactions with students, staff, and stakeholders.
3. Objectivity
Make impartial and evidence-based decisions regarding student support, ensuring fairness and equality.
4. Accountability
Accept responsibility for actions and decisions, working transparently to improve student outcomes.
5. Openness
Be open and honest in communication with colleagues, parents, and students, sharing information where appropriate.
6. Honesty
Uphold honesty in professional conduct, ensuring that trust is maintained within the school community.
7. Leadership
Demonstrate positive leadership qualities, setting an example for students and colleagues in behaviour, professionalism, and commitment to education.
SAFEGUARDING COMMITMENT
Sutton House Academy is committed to safeguarding and promoting the welfare of children and young people. This post is subject to a full enhanced DBS check.
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