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	Job Description
 

	Post:
	Children’s Welfare Officer

	Pay Scale:
	Grade 7, scale point 25-29

	Responsible to:
	Headteacher

	Main Location:
	School-based

	Purpose of the role

	
To lead on all safeguarding, child protection and children’s welfare matters as the school’s Designated Safeguarding Lead, ensuring the safety, wellbeing and protection of all pupils. The postholder will assess need, coordinate effective interventions for children and families, and work collaboratively with staff and external agencies to promote a secure, supportive and inclusive school environment.


	Main Duties

	
· Alongside the Headteacher and Deputy Headteacher, take a lead in the protection of children from abuse and evaluate the risk of abuse, neglect, failure to protect and harm to self and others.
· To provide a regular summary to the Senior Leadership Team on all matters relating to safeguarding and child protection.
· To be the Designated Safeguarding Lead in the school, taking responsibility for all matters relating to children’s welfare.
· Following analysis and assessment of need, plan and implement targeted intervention programmes of agreed work with children and young people and their families.
· To deliver and signpost programmes of work, open to all families around matters such as children’s behaviour and support for learning.
· To provide a range of effective services to children and young people and their families – advice and information, working directly with them, signposting to relevant resources.
· Manage and maintain all records relating to children and family welfare, ensuring confidentiality and that records are fully compliant with legally binding guidance and directives.
· To keep abreast of legal frameworks and legislation relating to children’s welfare, including attendance, child protection, safeguarding and admissions.
· Prepare and deliver training to school staff, as required, on issues relating to children’s welfare.
· Provide and present reports – both written and verbal – to a variety of audiences, including to/for courts and legal action, Child Protection Case Conferences and Governing Board meetings.
· To act as Lead Professional on CAF’s, as required.
· To operate within networks, developing and sustaining effective working relationships with staff from outside agencies.
· To liaise, and work collaboratively with, other service and agency colleagues.
· To establish, form, and sustain relationships with families, carers and children, interacting with individuals, families, carers, community groups and others to affect and achieve positive change and address problems that impede the welfare of children and their development.
· Take the lead on promoting good attendance.  Keeping a record of pupils arriving late and those being collected late.  Meet regularly with the Headteacher regarding attendance ad hold attendance panels with families.
· To be the Designated Safeguarding Lead in the school and to undertake the following tasks, in line with Keeping Children Safe in Education Guidance.

Managing Referrals:

· Refer all cases of suspected abuse to relevant authorities including, where appropriate, the LADO, the Disclosure and Barring Service, the police and to act as a source of support, advice and expertise to staff on matters of safety and safeguarding and when deciding to make a referral by liaising with relevant agencies.

Training:

The Designated Safeguarding Lead should receive appropriate training carried out every two-years, in order to:

· Understand the assessment process for providing early help and intervention
· Have a working knowledge how local authorities conduct a child protection case conference and a child protection review conference and be able to attend and contribute to these.
· Ensure each member of staff has access to, and understands, the school’s child protection policy and procedure.
· Be alert to the specific needs of children in need, those with special educational needs and young carers. 
· Be able to keep detailed, accurate and secure written records of concern and referrals, 
· Obtain access to resources and attend any relevant or refresher training courses.
· Encourage a culture of listening to children and taking account of their wishes and feelings in any measures the school may put into place to protect them.

Raising awareness:

· The Designated Safeguarding Lead should ensure the school’s policies are known and used appropriately.
· Ensure the school’s Child Protection Policy is reviewed annually, and the procedures and implementation are updated and reviewed regularly
· Ensure the school’s Child Protection Policy is available publicly and parents are aware of the fact that referrals about suspected abuse or neglect may be made and the role of the school in this.
· Where children leave the school, ensure that child protection file is transferred to the new school as soon as possible.


	Professional standards and development

	· Take responsibility for and participating in continuing professional development.  
· Be a role model to students through appropriate personal presentation and professional conduct.   
· Support all the School’s policies and ethos.   
· Establish effective working relationships with professional colleagues both in school and as part of the school’s learning community and network.  
· Responsible for the health, safety and welfare of self and colleagues in accordance. with the School’s Health and Safety policies and procedures and current legislation.   
· Reflect on own professional practice.   
· Take responsibility for and participating in continuing professional development.  


	Continuing professional development and formation

	· Undertake any necessary professional development as identified, taking full advantage of any relevant training and development available.  
· Maintain a professional portfolio of evidence to support the Performance. Management/Appraisal process – evaluating and improving your own practice.

	General Responsibilities

	· Attend and participate in staff meetings, training, and briefings as appropriate. 
· Be aware of, and comply with all Trust policies and procedures, particularly those relating to child protection, health, safety and security, financial management, confidentiality, and data protection. 
· Contribute to the overall ethos, work, and aims of the Trust. 
· Commitment to the principle of working collaboratively with other schools within the St Teresa of Calcutta Catholic Academy Trust.  


	These duties are neither exclusive nor exhaustive, and the postholder will be required to undertake other duties and responsibilities, which the Trust may determine. Please note that the successful applicant will be required to comply with all Trust Policies. 
 
The Trust is committed to the safeguarding and promotion of the welfare of all children and young people in our care. Applicants must be willing to undergo an enhanced Disclosure and Barring Service check and overseas police checks (where applicable). Please see STOC’s Safeguarding and Recruitment Policies for further details. All staff have a key role and responsibility in this area and will be subject to an Enhanced Disclosure check. An online search will be performed on all shortlisted applicants in accordance with the Trust’s safeguarding procedures and Keeping Children Safe in Education statutory guidance.
 
It is the practice of this Trust to periodically examine employees’ job descriptions and to update them to ensure that they relate to jobs as they are being performed, or to incorporate whatever changes are being proposed. It is the Trust’s aim to reach agreement on any alterations.

The Trust is committed to welcoming individuals regardless of age, disability, ethnicity, faith, gender identity, sexual orientation, marital status or socio-economic background or whether you are pregnant or on maternity, adoption, parental or other family leave. We welcome applicants from all communities and from people that identify with those characteristics.   





	Person Specification

	Key E Essential, R References, I Interview, C Certificate, D Desirable, A Application 

	 
	Essential / desirable 
	Evidence 

	Qualifications

	GCSE English and Mathematics at Grade A*-C or Level 9-4, or an alternative Level 2 qualification in Literacy and Numeracy
	Essential
	A/I/C

	A Level 4 qualification in a relevant discipline
	Essential
	A/I/C

	Regular and recent professional development in safeguarding and child protection
	Desirable
	A/I

	Knowledge & Experience

	Recent experience working with vulnerable children, young people and families, including planning and delivering targeted intervention programmes.

	Essential
	A/I

	Experience working within the child protection system.
	Essential
	A/I

	Experience of multi‑disciplinary work with children/young people and families.
	Essential
	A/I

	Up‑to‑date knowledge and understanding of legal frameworks relating to children’s welfare (safeguarding, attendance, admissions, SEND).
	Essential
	A/I

	Working knowledge of SIMS for operational and analytical purposes
	Essential
	A/I

	Knowledge of effective methods of work with children and families.
	Essential
	A/I

	Working knowledge of Children’s Social Care Services roles and responsibilities.
	Essential
	A/I

	Knowledge and understanding of the needs of vulnerable children.
	Essential
	A/I

	Knowledge of CAF processes, Children’s Social Care Assessment Protocols, School Admissions Code and SEND policies.
	Essential
	A/I

	Experience attending and contributing to Child Protection Case Conferences, Core Groups, CIN and CAF meetings

	Essential
	A/I

	Experience in a pastoral role (or similar) within a school setting.
	Desirable
	A/I

	Knowledge and understanding of child development across the primary age phase
	Desirable
	A/I

	Technical Skills & Abilities

	Ability to engage effectively and appropriately with children, young people and families
	Essential
	A/I

	Ability to manage, organise and maintain accurate records
	Essential
	A/I

	Ability to prioritise, plan and organise workloads, including whilst being under pressure
	Essential
	A/I

	High level interpersonal skills with pupils, adults and professionals
	Essential
	A/I

	Excellent verbal, written and presentation skills
	Essential
	A/I

	Ability to collate and analyse information/data and prepare reports for multiple audiences
	Essential
	A/I

	Competent in the use of Microsoft Word, Excel and other relevant IT packages
	Essential
	A/I

	Ability to chair and minute meetings
	Essential
	A/I

	Special Working Conditions

	Willingness to work outside normal office hours on occasion

	Essential
	A/I

	Personal characteristics

	Able to work as part of a team, as well as independently
	Essential
	A/I/R

	Resilient, open-minded and non-judgmental
	Essential
	A/I/R

	Flexible and dedicated approach to work
	Essential
	A/I/R

	Commitment to Safeguarding and protecting the welfare of children and young people
	Essential
	A/I/R

	Commitment to equality and diversity
	Essential
	A/I

	Commitment to good attendance at work
	Essential
	A/I/R

	Commitment to continuing professional development
	Essential
	A/I/R
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