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JOB DESCRIPTION

Job Title: Deputy Designated Safeguarding Lead
Employer: University of Brighton Academies Trust
Academy/Department: Academy Support
Location: The Burgess Hill Academy
Grade: West Sussex Support Staff Pay grade 9 - £36,363 - £39,152
Responsible to: Academy Principal
PURPOSE OF THE ROLE
1. To support the Designated Safeguarding Lead (DSL) in leading and managing safeguarding and child protection across the academy.
2. To act as a Deputy Designated Safeguarding Lead, taking operational responsibility for safeguarding and child protection concerns, referrals and case management.
3. To work collaboratively with pupils, families, staff and external agencies to promote the safeguarding, welfare and wellbeing of pupils.
4. To contribute to a strong safeguarding culture across the academy, ensuring statutory safeguarding responsibilities are met in line with Keeping Children Safe in Education and local safeguarding procedures.
KEY RESPONSIBILITIES 
1. Managing Referrals and Safeguarding Cases
1.1. Act as a Deputy Designated Safeguarding Lead and be a first point of contact within the academy for safeguarding and child protection concerns.
1.2. Manage safeguarding and child protection cases in accordance with statutory guidance, academy procedures and local safeguarding partnership requirements.
1.3. Assess levels of need and risk for pupils and determine appropriate interventions, support and referrals.
1.4. Make referrals to Children’s Social Care, Early Help, the Police and other agencies as appropriate.
1.5. Coordinate welfare checks, safeguarding responses and risk management arrangements where required.
1.6. Support the DSL in responding to safeguarding incidents, allegations, disclosures and urgent safeguarding matters.
1.7. Deputise for the DSL in their absence as required.
2. Working with Staff and External Agencies
2.1. Act as a key point of contact between the academy and external safeguarding agencies and professionals.
2.2. Liaise effectively with Children’s Social Care, Early Help, Police, health professionals, alternative provision, CAMHS and other relevant agencies.
2.3. Attend and contribute to safeguarding meetings, child protection conferences, strategy meetings, core groups, reviews and professional meetings as required.
2.4. Provide safeguarding advice, guidance and support to staff to promote effective safeguarding practice.
2.5. Work collaboratively with pastoral, attendance, SEND and wellbeing teams to ensure coordinated support for pupils.
2.6. [bookmark: _Hlk184026813]Support the DSL and Senior Leadership Team in maintaining effective safeguarding systems and procedures across the academy.
3. Supporting Pupils and Families
3.1. Develop and maintain positive and professional relationships with pupils, parents and carers.
3.2. Promote a culture where pupils feel safe, listened to and able to report concerns.
3.3. Act as a key worker for identified vulnerable pupils and families.
3.4. Provide support and guidance to pupils experiencing safeguarding, welfare, attendance or emotional wellbeing concerns.
3.5. Support pupils and families to engage with external agencies and attend professional meetings where appropriate.
3.6. Signpost pupils, families and staff to appropriate internal and external support services.
3.7. Support pupils in preparing for safeguarding meetings, conferences and reviews where appropriate.
4. Record Keeping and Safeguarding Administration
4.1. Maintain accurate, confidential, secure and up-to-date safeguarding and child protection records in line with statutory and academy requirements.
4.2. Ensure safeguarding logs, chronologies and recording systems are maintained to a high standard. 
4.3. Ensure child protection files are securely transferred and received in line with statutory guidance.  
4.4. Collate and prepare safeguarding information, reports and documentation for meetings, conferences and investigations.
4.5. Ensure relevant safeguarding information is shared appropriately and in a timely manner with staff and professionals.
4.6. Support the preparation of safeguarding reports and monitoring information for senior leaders and governors.
4.7. Ensure all safeguarding information is managed in accordance with data protection legislation and confidentiality requirements. 
5. Raising Awareness and Safeguarding Culture
5.1. Support the promotion of a strong safeguarding culture across the academy.
5.2. Keep staff appropriately informed of safeguarding concerns relating to pupils on a need-to-know basis.
5.3. Support safeguarding training and awareness activities for staff as directed by the DSL.
5.4. Liaise with safeguarding governors and contribute to safeguarding monitoring activities as required.
5.5. Maintain up-to-date knowledge of safeguarding legislation, guidance and best practice.
6. Personal Development
6.1. Undertake safeguarding and child protection training, including DSL training, in line with statutory requirements.
6.2. Attend relevant safeguarding networks, forums and professional development opportunities.
6.3. Participate in supervision, performance management and continuing professional development activities.
7. Other Responsibilities
7.1. Carry out duties in line with the academy’s policies, including safeguarding, child protection, equality, health and safety and data protection requirements.
7.2. Undertake other duties commensurate with the grade and nature of the role as reasonably required by the Headteacher or DSL. 


PERSON SPECIFICATION
	REQUIREMENT
	CRITERIA
	ASSESSMENT METHOD

	
	
	APPLICATION
	INTERVIEW
	EXERCISE

	EDUCATION AND QUALIFICATIONS
	

	Essential 
	QCF level 2 in English and Maths or ability to pass assessment at interview
	☒	☐	☐
	Essential
	Relevant safeguarding and child protection training
	☒	☒	☐
	Essential
	Willingness to undertake DSL training and ongoing safeguarding CPD
	☒	☒	☐
	Desirable
	Relevant qualification in safeguarding, education, youth work, counselling or related field
	☒	☒	☐
	Desirable
	Current First Aid qualification or willingness to undertake training
	☒	☐	☐
	KNOWLEDGE AND EXPERIENCE
	

	Essential 
	Experience of working with children and young people in a school or similar setting
	☒	☒	☐
	Essential 
	Experience of managing safeguarding and child protection concerns
	☒	☒	☐
	Essential
	Experience of multi-agency working and referrals to external agencies.
	☒	☒	☐
	Essential
	Experience of maintaining confidential and accurate safeguarding records.
	☒	☒	☒
	Essential
	Knowledge of safeguarding legislation and statutory guidance including Keeping Children Safe in Education
	☒	☒	☐
	Essential
	Experience of supporting vulnerable pupils and families
	☒	☒	☐
	Essential 
	Experience of working effectively within a team
	☒	☒	☐
	Desirable
	Experience within a secondary school setting
	☒	☒	☐
	Desirable
	Experience of using safeguarding recording systems such as CPOMS
	☒	☒	☒
	Desirable
	Experience of delivering safeguarding advice or training to staff
	☒	☒	☐
	KEY SKILLS AND ABILITIES
	

	Essential
	Ability to manage sensitive and complex safeguarding situations calmly and professionally
	☒	☒	☒
	Essential
	Ability to communicate effectively with pupils, families, staff and external agencies
	☒	☒	☒
	Essential
	Ability to maintain confidentiality and professional boundaries
	☒	☒	☒
	Essential
	Ability to prioritise workload and respond to urgent situations effectively
	☒	☒	☒
	Essential
	Strong written communication and record keeping skills
	☒	☒	☒
	Essential
	Good IT skills and ability to use safeguarding and management information systems
	☒	☒	☒
	Essential
	Ability to work independently and use professional judgement
	☒	☒	☒
	Essential
	Ability to build positive and supportive relationships with pupils and families
	☒	☒	☐
	PERSONAL ATTRIBUTES
	

	Essential
	Commitment to safeguarding and promoting the welfare of children and young people
	☒	☒	☐
	Essential

	Commitment to equality, diversity and inclusion
	☒	☒	☐
	Essential
	Resilient, professional and emotionally mature
	☒	☒	☐
	Essential
	Able to work with sensitivity, empathy and discretion
	☒	☒	☐
	Essential
	Commitment to ongoing professional development
	☒	☒	☐


ADDITIONAL INFORMATION
This post will be subject to an Enhanced DBS Check.
This post is exempt from the Rehabilitation of Offenders Act (1974) – Applicants must be prepared to disclose all criminal convictions and cautions, including those that would otherwise be spent under the Act.
The University of Brighton Academies Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
DOCUMENT INFORMATION
This Job Description is correct at the time of print and gives the main responsibilities and tasks of the role.  These may, however, be changed or added to as appropriate.
There may also be the need for staff to undertake additional duties from time to time appropriate to the level of the post. Should these additional tasks become a frequent part of the role, the job description will be revised through consultation with the post holder.
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