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               TUDHOE LEARNING TRUST



	JOB DESCRIPTION – The Safeguarding, Attendance and Welfare Officer


	Job Title:
	Safeguarding, Attendance and Welfare Officer

	
	

	Responsible to:
	Head Teacher

	
	

	Place of Work:
	Victoria Lane Academy  

	
	

	Hours:
	37 hours per week - Full Time

	
	

	Salary:
	Grade 7 - £25,878 - £29,439


	Job Summary

	The Safeguarding, Attendance and Welfare Officer role involves communicating effectively and be a visible presence with pupils, parents and carers, colleagues and external professional bodies recognising their needs for alternative methods of communication. Demonstrate knowledge of principles of confidentiality and act at all times in line with the Data protection act and safeguarding procedures. Respond flexibly and appropriately to any particular needs or requirements of the young person. Ensure compliance with the staff code of conduct at all times. Ensure that data protection and client confidentiality requirements are met, including the confidential storage of client records, obtaining client permission before sharing information, assessing risk and where appropriate breaking confidentiality in order to ensure the health and safety of individuals and contribute to the overall ethos/work/aims of the school.


	Duties and Responsibilities

	Safeguarding

· As part of the Safeguarding Team and Deputy Designated Safeguarding lead, act as a first point of contact for any safeguarding concerns from outside agencies, staff and students within the academy.
· Attend a range of safeguarding meetings, ensuring all relevant documentation is prepared in advance (multi-agency, Child Protection)

· Prepare documents for meetings including PEPs and EHAs.
· Undertaking early help assessments for identified pupils and their families, and acting as lead professional where appropriate;

· Ensure effective signposting of services and referrals by developing good working relationships with other stakeholders including parents/carers and professionals from external specialist voluntary, statutory and community agencies.
· Maintain file records for vulnerable students via the CPOMS system, uploading and saving documents and production of reports.

· Produce risk assessments and support plans to safeguard students and share as appropriate with other individuals with consent, adhering to the Academy’s privacy statement.
· Undertake mandatory safeguarding and child protection training including updates and other professional development activities to ensure that The Academy is compliant in meeting its statutory duty in safeguarding practice. (KCSIE)
· Liaising with the Headteacher and the Safeguarding Team in respect of police investigations or investigations under section 47 Children Act 1989 which involve the school.
Welfare

· Work to support families, identifying and initiating Early Assessment where appropriate.

· Manage a caseload of supported families.
· Receive referrals and assess needs of families.
· Introduce families to appropriate support and refer to a range of outside agencies/other professionals as appropriate to ensure the care and physical needs of children are met.
· Carry out home visits to families where needed.

Attendance

· Follow school procedures to monitor and address attendance and absence.
· Analyse all attendance data, identifying trends and areas of concern and then follow school procedures to address and support families in improving attendance.
· Manage and coordinate attendance support meetings with families and ensure all information is recorded and disseminated.
· Raise parental awareness of the legal and social aspects of non-attendance.
· Contact parents regarding daily absences and carry out home visits where appropriate.

· Work with the local authority attendance enforcement team.
· To undertake any other duty in school that is commensurate with the post.





Tudhoe Learning Trust
	PERSON SPECIFICATION –Safeguarding, Attendance & Welfare Officer


	Category


	Essential
	Desirable
	Assessment

	Education, Qualifications and Training
	Safeguard Training 

Detailed knowledge of KCSIE

	DSL Trained 
	Application



	Experience
	Safeguarding principles and effective practice.

Knowledge of working within a school environment or educational establishment.

Computer literate with knowledge of all Microsoft Office Products.

An understanding of legislation relating to Attendance, Safeguarding and Child Protection.

An ability to keep up to date with legislation and best practice regarding attendance, safeguarding, child protection and family support.  

A knowledge and understanding of the education system and the local education authority. 

Experience of working in a related area of work (in either attendance or safeguarding). 


	Experience in providing guidance and advice to others. 

Knowledge of Arbor and CPOMS (or equivalent systems).


	Application / Interview



	Attitudes and Abilities
	Ability to prioritise workload and work to deadlines.

Good verbal and written communication skills.
	
	Interview / Application

References



	Personal Attributes
	An approachable manner and professional approach to dealing with parent/carers, staff and others. 

Ability to respond calmly and proportionately in demanding circumstances. 

Highly organised, attention to detail, accurate ad thorough approach to tasks. 

Ability to work well as part of a team but also work independently when required.

Be able to manage with confidence and sensitivity points of contact which are of a challenging, conflict and difficult nature. 

Be a team player and communicate effectively with agencies, staff and parents. 

Be passionate about making a positive difference to the lives of children, helping them to ‘To be the best that you can be’. 


	Ability to adapt quickly to changing environments and priorities.

Ability to work with minimal supervision.


	Interview



	Working Arrangements
	37hrs full time.

Flexible.
	Ability to drive and access to a vehicle.
	Interview/ Application Form

	
	



