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JOB DESCRIPTION 

 
Job Title:  Lead Safeguarding Officer 
 

Required for:   ASAP 
 

Reports to:  Vice Principal Student Welfare 
 

Salary:                              £32-36k per annum (dependent upon experience)   
 

Main Location:  Bennett House, Sunningfields Road, Hendon, NW4 4QR/Stamford Raffles,                            
                                           Downage, Hendon, NW4 1AB 

 

Hours:    52 weeks per annum 
  
Job Purpose:  
 

The Lead Safeguarding Officer will direct and manage the safeguarding team, supporting the effective 
operation of the safeguarding service on a day to day basis throughout the Primary and Secondary phases.   
 

The role and key responsibilities of the Safeguarding Officer are detailed below.  
 

The duties outlined in this job description may be modified by the Principal, with your agreement, to reflect 
or anticipate changes in the job, commensurate with the salary and job title. 

Key Responsibilities: 

 To promote safeguarding to students and staff throughout the school. 

 To organise and deliver high quality staff and student safeguarding related training. 

 To keep informed of current legislation, statutory and other guidance with regards to safeguarding, child 
and adult protection, cascading the information accordingly. 

 To keep informed of current legislation, statutory and other guidance with regards to data protection and 
confidentiality. 

 To act as the first point of contact for any safeguarding, child and adult protection concerns, providing 
timely, relevant support and advice in order to safeguard the student. 

 To make/coordinate timely external referrals to a range of agency, including Children and Adult Social 
Care, in order to appropriately safeguard and support the student. 

 To attend a range of external meetings - including child protection conferences, core groups, child in need 
meetings, team around the family, adult protection meetings – ensuring adherence to the guidelines and 
requirements for attending such meetings. 

 To attend/coordinate internal safeguarding related meetings. 

 To complete EHAs where necessary and act as the lead professional where appropriate, working in 
partnership with relevant agencies. 

 To establish and maintain a working relationship with relevant statutory, voluntary and community 
agencies  

 



 

 

 To maintain up to date, accurate, confidential records. 

 To provide, collate and monitor regular, accurate and timely data on safeguarding and child protection 
incidents and outcomes. 

 To implement and quality assure the design of safeguarding systems, policies and procedures. 

 To implement best practice in relation to safeguarding 

 To attend safeguarding training. 

 To participate in school events to promote and advise on safeguarding. 
 

 We recognise that attendance is a key element within safeguarding and therefore responsibilities will 
include the leadership and management of student attendance.  The successful candidate will: 

 Ensure accurate recording and collation of attendance data in the school’s MIS, liaising with teachers, 
relevant senior members of staff in a timely and efficient manner, tracking all unexplained absences on a 
daily basis. 

 Analyse attendance data, identifying students with unsatisfactory attendance, providing information to 
the Senior Leadership Team (SLT), and external Education Welfare Officer (EWO).        

 Work with senior staff to identify and implement strategies e.g. attendance rewards and incentives that 
contribute to raising achievement by improving school attendance, achieving school targets, improving 
punctuality and reducing persistent absence.  

 Work with senior leadership to secure good outcomes for disadvantaged families and to assist teaching 
staff in narrowing the gap between pupil premium and non-pupil premium children. 

 Maintain regular contact and establish constructive relationships with families/carers of children in need 
of extra support, to keep them informed of the child’s needs and progress, and to encourage positive 
family support and involvement. 

 Promote positive attitudes by students and families towards attendance ensuring that parents are made 
fully aware of their statutory responsibilities.  

 
General Duties relevant to all members of staff  

 All staff should act with professional integrity at all times, following the “Code of Conduct”.  

 All staff are required to have an awareness of Data Protection requirements and comply with all the 
principles of data security outlined in the Data Protection Act. This includes maintaining security of data.  

 SMSJ is committed to safeguarding and promoting the welfare of children and young people and all 
staff must ensure that the highest priority is given to following the guidance and regulations to 
safeguard children and young people. All staff are to have due regard for safeguarding and promoting 
the welfare of children and young people and to follow the child protection procedures. Any 
safeguarding or child protection issues must be acted upon immediately by informing the Designated 
Safeguarding Officer.  

 This job description forms part of the contract of employment of the person appointed to the post. The 
duties, responsibilities and accountabilities highlighted in this job description are indicative and may 
vary over time at the discretion of the Principal. This job description will be reviewed annually.  

 

 

Promotion of Corporate Values: 
 

To ensure that customer care is maintained to the agreed standards according to the school’s values.  To 
ensure that a high level of confidentiality is maintained in all aspects of work. 
  
Flexibility: 
The successful candidate may be required to carry out other reasonable duties commensurate with the 
grade, as requested by the line manager or Principal. 
 

 
 
 
 
 



 

 

Person Specification: 
Lead Safeguarding Officer 

 

Education and Training E D Evidenced  

English and Maths at GCSE grade C or equivalent  * A 

Evidence of recent continued professional development * * A 

NASEN  * A 

Experience E D Evidenced 

At least one year working in an educational/LA setting  *  A/R 

Providing high level support in a busy, sensitive environment  *  A/I/R 

Managing sensitive and confidential information  *  A/I/R 

Managing and or communicating with school leaders  *  A/I/R 

Knowledge and Understanding E D Evidenced 

Knowledge of and commitment to school policies including Safeguarding, 
Attendance, Health and Safety and Equal Opportunities 

*  A 

Good understanding of issues facing schools and the administrative 
provision they necessitate 

 * A/I 

Working knowledge of  Microsoft Word, Excel, PowerPoint *  A 

Working knowledge of SIMS  * A 

Skills, abilities and attributes  E D Evidenced 

Excellent written and oral communication skills *  A/I/R 

Self-starter, work on own initiative, strong organisational skills *  I/R 

Ability to establish priorities, manage conflicting priorities and to meet 
agreed targets and deadlines 

*  I/R 

Well-developed interpersonal skills *  I/R 

Ability to communicate effectively and to build positive relationships with 
all stakeholders 

*  A/R 

Integrity, sound professional judgement, ability to maintain confidentiality 
and loyalty 

*  A/R 

Clear commitment to the team approach; able to exchange ideas and 
provide support for colleagues 

*  A/I/R 

Ability to check and meticulously manage school data *  A/I/R 

Demonstrates an attention to detail and an ability to stick at routine tasks *  A/I/R 

Willingness to carry out duties beyond the job description when occasion 
demands  

*  A/I 

Willingness to participate in relevant training and development *  A/I/R 

Enthusiastic, hardworking and assertive *  A/I/R 

 
E = Essential 
D = Desirable 
I = Interview 
A = Application 
R = Reference 
 


