
Post Title: Safeguarding Officer (Term Time Only) 
Pay Range: NJC Grade 5, 15-22 

FTE - £30,024-33,699. Pro-rata - £25,711-£28,858 
Line Manager: DSL 

 
Main purpose of the job  

• To coordinate the provision for students’ safeguarding; working closely with the well-established 
safeguarding team of Pastoral Leads, Assistant Pastoral Leads and designated SLT members to ensure 
that students with safeguarding concerns are identified and that timely interventions are implemented, 
monitored and reviewed. 

• To liaise directly with students, parents and external agencies to ensure the most appropriate 
safeguarding interventions are in place; this is a critical part of this role. 

Duties and Responsibilities 

Supporting students 

• To lead the school’s daily response to safeguarding concerns and referrals including triaging any 
disclosures and directing these to the relevant stakeholders. 

• Submit safeguarding referrals through the appropriate channels and represent the school at multi-
agency meetings regarding safeguarding concerns.  

• To keep up-to-date, accurate and secure safeguarding records of students and involvement from social 
services or another external agency involvement. 

• Monitor and manage safeguarding referrals through My Concern ensuring interventions are timely and 
responsive, in line with child protection legislation and statutory guidance, Keeping Children Safe in 
Education (KCSIE). 

• To ensure that visitors to the school are fully aware of basic safeguarding procedures. 

• Mentor the CP, CIN, LAC and Post LAC students in terms of attendance, and pastoral care when they 
return following an absence. 

• Liaise with the safeguarding SLT member to ensure communication is at the heart of all safeguarding in 
school 

 

Supporting staff 

• To ensure that Child Protection training is part of the induction for all new staff in the school. 

• Ensure staff are fully up to date with any new and relevant safeguarding information. 

• To support staff in contact with students with students with an identified concern:  
o Help raise awareness of related issues, and 
o Give all staff the confidence to work with these students.  

• To share information about students with identified concerns with other members of staff where 
appropriate, so that there can be support throughout the school. 

• Contribute to strategic planning around improving awareness and response to potential and actual 
safeguarding concerns.  

• Provide appropriate information and support to the SLT. 
• Developing mutually beneficial links between the school and the wider community which support 

pupils to gain the wider support they require. 
 
Support for parents and carers 

 
• Liaise with parents/carers regarding students’ safeguarding concerns, including signposting to outside 

agencies. 
• Ensure a wide range of publicity materials relating to safeguarding students is made available, including 

links on the school website and staff portal. 
• To adhere to all safeguarding policies and procedures. 
• Monitor, record and evaluate the impact of various interventions for students identified with school-

specific interventions to ensure pupils feel safe and secure in school. 
• Identify students in need of specialised mentoring and provide mentoring sessions where appropriate 

or facilitate alternative mentoring opportunities. 
• Liaise with key staff members to implement an action plan for each child who needs support. 



 
Support for the school 
 

• Develop and maintain effective working relationships with other practitioners, drawing on their 
strengths and expertise to best support informed responses to student needs. 

• Willingness to keep up to date with professional practice by maintaining an understanding of the 
requirements of the role and individual responsibilities. 

• Accompany staff and pupils on visits, trips and out of school activities. 
 

Professional development 
 

• Regularly review the effectiveness of the school’s safeguarding systems and procedures to ensure the 
effectiveness of these. 

• Be responsible for improving your practice through training and development opportunities identified 
by the school, or as developed as an outcome of your professional targets. 

• Participate in training, learning activities and professional development. 

 

 
 
This job description is not necessarily an exhaustive list of duties but is intended to reflect the range of 
duties the postholder will perform. The job description will be reviewed regularly and may be changed in 
the light of experience and in consultation with the post holder. 
 
This post is subject to an enhanced DBS criminal record check and an online search. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Person Specification – Safeguarding Officer 
 

 

 Essential Desirable 

Qualifications and Training 
Degree level (or equivalent) or appropriate extensive experience ✓  

Willingness to undertake further training as necessary ✓  

DSL training  ✓ 

First aid training  ✓ 

Experience 

Experience of working within a similar role ✓  

High quality communication with pupils of all abilities ✓  

Evidence of working with children and young people, including children with SEND and 
from a range of backgrounds 

✓  

Relevant experience of building positive relationships with all stakeholders and families  ✓ 

Use of ICT including Excel, Microsoft Office and Google workspace  ✓ 

Skills and Abilities 

Ability to establish relationships at all levels, dealing sensitively with people ✓  

Ability to assist with transition between phases both inside and outside school ✓  

Co-operative and positive, with the ability to work hard under pressure while maintaining 
a professional attitude 

✓  

Adaptable, open to change, and willing to take on challenges with enthusiasm ✓  

Understanding the need for confidentiality and data protection ✓  

Excellent organisational skills and ability to use, maintain and develop systems ✓  

Ability to enlist outside expertise and resources to enhance effectiveness ✓  

Knowledge 

Knowledge and understanding of the statutory framework in school phases ✓  

Working knowledge of a range of external agencies that work within education – CAMHS, 
Healthy Families, EHU, etc 

✓  

Knowledge of the legal requirements when handling serious safeguarding concerns and 
the steps needed to follow 

✓  

Knowledge of making MASH and external agency referrals including follow ups and acting 
on advice given. 

✓  

Understanding of the range of complex needs that young people may have accessing 
education, and a knowledge of a range of approaches to cater for barriers to learning 

✓  

Awareness of the 4 main types of abuse, how to recognise these and what support can be 
offered. 

✓  

Awareness of specific vulnerable groups and how we can be more alert to their 
safeguarding needs such as SEND and LGBTQ+ etc. 

✓  

Have a knowledge of the national picture on safeguarding and the growing concerns that 
are happening in schools 

✓  

Have an up-to-date knowledge of Keeping Children Safe in Education (2023) and the 
impact these changes have on schools. 

✓  

Knowledge of external and internal staff training that is required to ensure all staff are 
confident in providing a safe environment. 

✓  

Equal Opportunities 

Understanding of different social backgrounds of pupils  ✓  

Full commitment to community cohesion and inclusion ✓  

 

 


