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JOB DESCRIPTION

Langley Park School for Girls is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

	
Title: Assistant Headteacher Inclusion & Designated Safeguarding Lead (DSL)

	Schools are complex organisations designed to support the learning of our young people. The better the education they receive, the greater their life chances and choices they will have.  All young people deserve a world class education. This is only possible when everyone within a school works as part of a team, regardless of their role, to support the creation of effective and inspiring teaching & learning experiences.

All staff within the school share a responsibility to uphold the school’s basic standards in their role as a Tutor/adult within the organisation e.g. uniform, lateness, behaviour etc.

Designated Safeguarding Lead

Main Purpose
The DSL will take lead responsibility for safeguarding and child protection across the school (including online safety). They will take part in strategy discussions and inter-agency meetings, and contribute to the assessment of children.
They will advise and support other members of staff on child welfare, safeguarding and child protection matters, and liaise with relevant agencies such as the local authority and police.
Some safeguarding activities may be delegated to deputies, but the DSL will retain ultimate lead responsibility for safeguarding and child protection.
Duties and Responsibilities
Managing referrals
Refer cases of suspected abuse and neglect to the local authority children’s social care 
[bookmark: _Hlk113967949]Support staff who make referrals to the local authority children’s social care
Refer cases to the Channel programme where there is a radicalisation concern 
Support staff who make referrals to the Channel 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
Support staff who make referrals to relevant support agencies such as CAHMS etc
Working with staff and other agencies
Act as a source of support, advice and expertise for all staff
Act as a point of contact with the safeguarding partners
Inform the headteacher of safeguarding issues, especially ongoing enquiries under section 47 of the Children Act 1989 and police investigations, and the requirement for pupils to have an appropriate adult
Liaise with the case manager and the local authority designated officer(s) (LADO) for child protection concerns in cases which concern a staff member
Liaise with staff on matters of safety, safeguarding and welfare (including online and digital safety), and when deciding whether to make a referral by liaising with relevant agencies so that children’s needs are considered holistically
Liaise with the senior mental health lead and, where available, the mental health support team, where safeguarding concerns are linked to mental health
Promote supportive engagement with parents and/or carers in safeguarding and promoting the welfare of children, including where families may be facing challenging circumstances
Work with the headteacher and relevant strategic leads, taking lead responsibility for promoting educational outcomes by:
· Knowing the welfare, safeguarding and child protection issues that children in need are experiencing, or have experienced
· Identifying the impact that these issues might be having on children’s attendance, engagement and achievement at school
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

Raising and providing support to staff
Ensure each member of staff has access to, and understands, the school’s child protection policy and procedures, especially new and part-time staff
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
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
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
Keep detailed, accurate, secure written records of concerns and referrals on the school’s CPOMS system
Understand relevant data protection legislation and regulations, especially the Data Protection Act 2018 and the UK General Data Protection Regulation (UK GDPR)
Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the DSL will carry out. The postholder may be required to do other duties appropriate to the level of the role.
Designated Teacher for CLA 
[bookmark: _Hlk114144754]Main purpose
The designated teacher should be a central point of initial contact within the school. The designated teacher has the overall responsibility to ensure that looked-after children and previously looked-after children aren’t placed at a disadvantage, and are given the support that they need to succeed both academically and emotionally in school.
Ethos and culture
Oversee to the development and review of whole-school policies and procedures so that they do not unintentionally put looked-after and previously looked-after children at a disadvantage (for example, procedures such as induction and transition)
Promote a culture in which looked-after and previously looked-after children are:
· Prioritised for academic support
· Encouraged to actively participate in school life
· Supported to succeed and aspire to further and higher education or highly skilled jobs
· Able to take ownership of their learning and have opportunities to discuss their progress
· Able to discuss difficult issues (such as SEN, bullying, attendance) in a frank manner
Teaching and learning
Set high expectations of looked-after and previously looked-after children’s learning, and ensure teachers set targets that accelerate progress
Advise teachers on differentiated teaching strategies appropriate for looked-after or previously looked-after children
Advise on the use of assessment for learning approaches to improve the progress of looked-after and previously looked-after children, and help them and their teachers understand where they are in their learning and their next steps
Have overall responsibility for target setting for looked-after children and previously looked-after children in school including monitoring and tracking attainment progresses, and ensuring that identified actions are put in place
Working with carers, parents, guardians and external agencies
Act as a central point of contact for carers, parents or guardians to promote good home-school links
Support progress by ensuring effective communication with carers, parents or guardians
Ensure carers, parents or guardians understand:
· The potential value of one-to-one tuition and are equipped to engage with it at home
· How the school teaches skills such as reading and numeracy
Encourage high aspirations and work with the looked-after and previously-looked after child to plan for their future success and fulfilment
Fully involve carers, parents or guardians in any decisions made about their child’s education
Work with carers, parents and guardians to understand the emotional and behavioural needs of the child
Build and maintain relationships with other professionals, in particular the virtual school head (VSH) and the local authority’s SEND department, to ensure the school responds effectively to its pupils’ needs
Work with relevant professionals, including the VSH, to ensure that they (the designated teacher) and other school staff have the skills to identify signs of potential mental health issues among looked-after and previously looked-after children, and know how to access further assessment and support where necessary
Work with relevant professionals, including social workers and school staff, to develop, monitor and review looked-after and previously looked-after children’s PEP

Attendance Lead
Main purpose
To monitor and report on whole-school attendance data, analysing data to identify key areas of concern in all years (7-13). To work closely with pupils, staff, parents and carers to reduce levels of absence, and act appropriately when persistent absence becomes a safeguarding issue. This role includes the line management the school’s Attendance Officer. 

Oversee the administration of: 
The daily attendance registers are accurate and complete, and follow up with staff members about any incomplete data  
Follow up on any unexplained absences with parents/carers, escalating issues as appropriate in line with school procedures Initiate and oversee the administration of absence procedures, for example letters home, attendance clinics and engagement with local authorities/other external agencies and partners 
Manage attendance returns for the school census
Manage the process of issuing penalty notices to parents 
Maintain accurate records of communications with parents/carers and relevant interventions 
Build and refresh knowledge of the school’s MIS and other relevant systems 
Monitoring and reporting 
Produce and interpret attendance reports for SLT and the governing body to identifying key statistics, reasons for absence and any patterns of concern  
Track attendance of vulnerable groups of pupils and share information 
Identify pupils that need additional support to improve their attendance 
Work with relevant colleagues to identify appropriate interventions to improve attendance for particular groups or individual pupils 
Lead daily or weekly check-ins to review progress and the impact of support/interventions 
Update and revise the school’s attendance policy annually
Implement children missing education (CME) procedures when appropriate 
Provide regular reports to attendance organisations to raise awareness of emerging at-risk pupils 
Working with parents/carers 
Coordinate meetings with pupils and parents/carers to implement interventions and track progress 
Build positive relations with parents/carers to encourage family involvement in their child’s attendance
Identify, and where possible, mitigate potential barriers to attendance in partnership with families  
Carry out home visits, where necessary, to address attendance concerns for individual pupils 


	
	

	Date of this Job Description: 
September 2022

	

	Salary Point: L12-18

	

	Immediately accountable to:
Headteacher

	

	Accountable for:
Student Support, Inclusion, Attendance

	

	Important Relationships:
Headteacher
Deputy Headteachers
SLT
Heads of Faculty
Heads of Key Stage
Student Support staff
Learning Support Staff
Local Authority SENCO
Social Care  
MASH Team 
Atlas/CSE Team 
Outreach teams within the borough/attached to an individual student 
All staff

Job Purpose:
To assist the Headteacher and Leadership Team in the management and leadership of the school.
To act as the school’s DSL. 
To lead on attendance and designated teacher for CLA.

All LPGS leaders are expected to have a commitment to realising the potential of all students, both academically, and in terms of their personal development. This includes helping to further create an outstanding climate in which both students and staff develop in an atmosphere of excellence and mutual respect.
	



To carry out the general duties and responsibilities of a professional school teacher as contained in the School Teachers’ Pay and Conditions Document 





Agreed and signed 

Postholder		................................................ 		Date	....................................


Headteacher		.................................................		Date	…….............................
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