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Job Description and Particulars of Appointment
Details of Post
· Title:  


Headteacher
· School:

Longnor C of E Primary School
· Reporting to:             Chair of Governors
· Main Workplace:
Longnor C of E Primary School
· Post Number: 
P13942
· Salary Range: 
Group 1 L6-L13 £47,735 – £56,721
The school is committed to safeguarding and promoting the welfare of its pupils and expects all staff and volunteers to share this commitment. All appointments are subject to an enhanced Disclosure and Barring Service (DBS) check.

All Teaching posts are subject to the Asylum and Immigration Act requirements:  

Job Purpose 
Safeguarding and promoting the welfare of children is everyone’s responsibility. Everyone who comes into contact with children and their families has a role to play. To fulfil this responsibility effectively, all professionals should make sure their approach is child-centered. This means that they should consider, at all times, what is in the best interests of the child

This job description sets out responsibilities for:

· Headteacher
Key Safeguarding Accountabilities for Headteacher
Headteachers have additional responsibilities to ensure all staff are inducted and regularly trained in all school safeguarding systems, policies and procedures. This includes: 

· ensure part one of KCSiE is provided to all staff at induction
· ensure the school leadership team (SLT) and all staff who work directly with children read ANNEX A of KCSiE for further information about specific forms of abuse and safeguarding issues
· ensure that all staff know who and how to report matters to the Designated Safeguard Lead (SL) (and Deputy DSL where appointed)

· ensure staff are aware that if the DSL or deputy DSL is unavailable during term time or during school hours for staff to discuss any safeguarding concerns, they should consider speaking to a member of the senior leadership team and/or take advice from local children’s social care to ensure there is no delay to action being taken. In these circumstances, staff should be informed that they should also share any information about action taken with the designated safeguarding lead (or deputy) as soon as is practically possible
· ensure that all safeguarding policies and procedures adopted by governing bodies, and particularly concerning referrals of cases of suspected abuse and neglect, are followed by all staff
· ensure that all staff receive appropriate safeguarding and child protection training which is regularly updated
· ensure all staff receive safeguarding and child protection updates (for example, via email, e-bulletins and staff meetings), as required, and at least annually, to provide them with relevant skills and knowledge to safeguard children effectively
· ensure that all school staff are aware of the school’s local early help process and understand their role in it
· ensure all staff are aware of the process for making referrals to children’s social care and for statutory assessments under the Children Act 1989, especially section 17 (children in need) and section 47 (a child suffering, or likely to suffer, significant harm) that may follow a referral, along with the role they might be expected to play in such assessments
· ensure all staff know what to do if a child tells them he/she is being abused or neglected. Staff should know how to manage the requirement to maintain an appropriate level of confidentiality. This means only involving those who need to be involved, such as the designated safeguarding lead (or a deputy) and children’s social care
· ensure staff are clear they should never promise a child that they will not tell anyone about a report of abuse, as this may ultimately not be in the best interests of the child.

· ensure staff are clear and are trained in the use of accessing and using school’s whistleblowing procedures, to raise with the school’s senior leadership team (SLT) any concerns about safeguarding practices within the school. This should include signposting to alternative options whereby staff feel they cannot raise the concerns with SLT, or they believe the concerns are not being dealt with, or they relate to the school’s leadership team.
Headteachers have a responsibility to support the Governing Body:

Regarding the school’s Designated Safeguard Lead:
· ensure the school appoints an appropriate senior member of staff, from the school leadership team to the role of designated safeguarding lead (DSL)who will provide support to staff to carry out their safeguarding duties and who will liaise closely with other services such as children’s social care Governing bodies and proprietors
· ensure the DSL has sufficient status and authority within the school to carry out the duties of the post and is given the time, funding, training, resources and support to provide advice and support to other staff on child welfare and child protection matters and to take part in strategy discussions and inter-agency meetings, and/or to support other staff to do so, and to contribute to the assessment of children
· determine whether to have one or more DSL or deputy DSLs

· ensure the appointed DSL and any deputies are appropriately trained to provide them with the knowledge and skills required to carry out the role. The training should be updated every two years
· ensure hours and availability during term time is determined 

· ensure that where the DSL or deputy is unavailable during term time or during school hours for staff to discuss any safeguarding concerns, that staff are informed they should consider speaking to a member of the senior leadership team and/or take advice from local children’s social care to ensure there is no delay to action being taken. In these circumstances, any action taken should be shared with the designated safeguarding lead (or deputy) as soon as is practically possible

Regarding staff induction, training and following all safeguarding systems, policies and procedures: 
· ensure that all staff undergo safeguarding and child protection training (including online safety) at induction. The training should be regularly updated. Induction and training should be in line with advice from the LSCB
· In addition, ensure staff receive regular safeguarding and child protection

· ensure all school leaders read ANNEX A of KCSiE for further information about specific   forms of abuse and safeguarding issues
· ensure that safeguarding policies and procedures, along with Part one of this guidance and information regarding the role and identity of the designated safeguarding lead (and any deputies), is provided to all staff on induction
· ensure there are appropriate safeguarding policies and procedures in place for appropriate action to be taken in a timely manner to safeguard and promote children’s welfare. This should include:
· a child protection policy
· a staff behaviour policy 
· further information on schools’ duties regarding children missing education, including information schools must provide to the local authority when removing a child from the school role at standard and non-standard transition points can be found in the department’s statutory guidance: children missing education
· the process and principles for sharing information. Further details on information sharing can be found in Chapter one of Working together to safeguard children and at Information sharing: Advice for practitioners providing safeguarding services to children, young people, parents and carers

· be aware of the Data Protection Act 1998 and the duty this places on the school and staff to process personal information fairly and lawfully and to keep the information they hold safe and secure and understand. However, this is not a barrier to sharing information where the failure to do so would result in a child being placed at risk of harm. Fears about sharing information cannot be allowed to stand in the way of the need to promote the welfare and protect the safety of children
· the school’s arrangements for contributing to multi-agency working in line with statutory guidance Working together to safeguard children. Schools should work with social care, the police, health services and other services to promote the welfare of children and protect them from harm. This includes providing a coordinated offer of early help when additional needs of children are identified and contributing to inter-agency plans to provide additional support to children subject to child protection plans
· the school’s procedures that allows access for children’s social care from the host local authority and, where appropriate, from a placing local authority, for that authority to conduct, or to consider whether to conduct, a section 17 or a section 47 assessment the school’s safeguarding arrangements with the local authority as part of inter-agency safeguarding procedures set up by the LSCB. This should include understanding and reflecting local protocols for assessment and the LSCBs threshold document22 along with supplying information as requested by the LSCB.
· additionally, governing bodies, should recognise the expertise staff build by undertaking safeguarding training and managing safeguarding concerns daily. Opportunity should therefore be provided for staff to contribute to and shape safeguarding arrangements and child protection policy.

Regarding online safety:
· ensure appropriate filters and appropriate monitoring systems are in place. Additional information to support governing bodies and proprietors keep their children safe online is provided in KCSIE Annex C.

Regarding Opportunities to teach safeguarding:

· ensure that children are taught about safeguarding, including online safety. Schools should consider this as part of providing a broad and balanced curriculum
· this may include covering relevant issues through Relationships Education and Relationships and Sex Education (also known as Sex and Relationship Education), tutorials (in colleges) and/or where delivered, through Personal, Social, Health and Economic (PSHE) education.

· whilst it is essential that Governing Bodies, ensure that appropriate filters and monitoring systems are in place, they should be careful that “over blocking” does not lead to unreasonable restrictions as to what children can be taught about online teaching and safeguarding.
Regarding Safer Recruitment and Single Central Record (SCR):

·   ensure that in line with Part Three of KCSiE, the school has written recruitment and selection policies and procedures in place to prevent people who pose a risk of harm from working with children and that allow proportionate decisions on whether to ask for any checks beyond what is required and ensuring volunteers are appropriately supervised
·  ensure that in accordance with the School Staffing (England) Regulations 2009 at least one of the persons who conducts an interview has completed safer recruitment training which covers, as a minimum, the content of KCSiE guidance in maintained schools
·  ensure that where a school allows an individual to start work in regulated activity before the DBS certificate is available, the school procedures should ensure that the individual is appropriately supervised and that all other checks, including a separate barred list check, have been completed

· ensure that a teacher prohibition orders check that prevents a person from carrying out teaching work in schools and 6 to 19 academies is carried out. 

·   ensure that a section 128 direction check that prohibits or restricts a person from taking part in the management of an independent school, including academies and free schools is carried out 
· ensure that checks are carried out to ensure that individuals are not disqualified under the Childcare (Disqualification) Regulations 2009. 
NB: If a school knows or has reason to believe that an individual is barred, it commits an offence if it allows the individual to carry out any form of regulated activity. There are penalties of up to five years in prison if a barred individual is convicted of attempting to engage or engaging in such work.

· ensure any offer of appointment made to a successful candidate, including one who has lived or worked abroad, must be conditional on satisfactory completion of the necessary pre-employment checks 
· ensure written references about previous employment history is requested and check that information is not contradictory or incomplete and is in accordance with KCSiE requirements   
· ensure the school maintains a single central record (SCR) of pre-appointment checks, to cover all staff, including teacher trainees on salaried routes, and supply staff who work at the school in terms of those providing education to children; and

· ensure checks are carried out on Individuals who have lived or worked outside the UK 

· ensure the school obtains written notification from any agency, or third-party organisation they use that the organisation has carried out the checks (in respect of the enhanced DBS certificate, written notification that confirms the certificate has been obtained by either the employment business or another such business), on an individual who will be side the UK can be considered 

· ensure the school carries out necessary checks for trainee teachers who are likely to be engaging in regulated activity and that checks for applicants for initial teacher training are carried out by the school 

· ensure the schools carries out its statutory responsibility to refer to the DBS anyone who has harmed, or poses a risk of harm, to a child or vulnerable adult where:

· the harm test is satisfied in respect of that individual;

· the individual has received a caution or conviction for a relevant offence, or if there is reason to believe that the individual has committed a listed relevant offence; and

· the individual has been removed from working (paid or unpaid) in regulated activity, or would have been removed had they not left

· follow the KCSiE guidelines, apply and record the outcome of any risk assessment in respect of volunteers and deciding if they are in regulated activity therefore requiring an enhanced DBS check with barred list check. Employers are not legally permitted to request barred list information on a supervised volunteer as they are not considered to be engaged in regulated activity
· ensure all governors in maintained schools have had an enhanced criminal records certificate from the DBS. As governance is not a regulated activity, governors do not need a barred list check unless, in addition to their governance duties, they also engage in regulated activity
· ensure vetting checks are carried out for all proprietors of an independent school to include: an enhanced DBS check; where relevant, and where such a check is made, obtain an enhanced DBS certificate in accordance with KCSiE guidance. (either including or not including barred list information as appropriate, confirm the individual’s identity; and if the individual lives or has lived outside of the UK, where making an enhanced check is insufficient, such other checks as the Secretary of State considers appropriate.

· ensure that checks for any contractor, or any employee of the contractor, who is to work at the school or college, has been subject to the appropriate level of DBS check applying advice and KCSiE guidance. 
· ensure the Headteacher use their professional judgment about the need to escort or supervise visitors.

· ensure where a school places a pupil with an alternative provision provider, the school continues to be responsible for the safeguarding of that pupil, the schools obtains written confirmation

· ensure that that the placement provider for adults who supervise children on work experience has policies and procedures are in place to protect children from harm and considers if a barred list checks by the DBS might be required in accordance with KCSiE guidance. 

· ensure the school makes arrangements for their children to have learning experiences where, for short periods, the children may be provided with care and accommodation by a host family to whom they are not related in accordance with KCSiE guidance 
Regarding concerns about another staff member who may pose a risk of harm to children:
· ensure there are procedures in place to manage concerns/allegations, against staff (including volunteers) that might indicate they would pose a risk of harm to children. Such allegations should be referred to the designated officer(s) at the local authority by the appropriate person as set out in Part four of KCSiE.

· ensure there are procedures in place to make a referral to the Disclosure and Barring Service (DBS) if a person in regulated activity has been dismissed or removed due to safeguarding concerns or would have been had they not resigned. This is a legal duty and failure to refer when the criteria are met is a criminal offence. 
Regarding peer on peer abuse

· ensure staff are clear about their school or college’s policy and procedures regarding peer on peer abuse
· ensure that the school’s child protection policy includes information on peer abuse as set out in KCSiE. 

Regarding the child’s wishes:

· ensure the child’s wishes and feelings are considered when determining what action to take and what services to provide
· ensure systems are in place for children to express their views and give feedback. Ultimately, all systems and processes should operate with the best interests of the child at their heart.

Regarding boarding schools, residential special schools, residential colleges and children’s homes

· Schools and colleges that provide such residential accommodation and/or are registered as children’s homes must ensure they consider additional factors regarding safeguarding; they should be alert to inappropriate pupil relationships and the potential for peer on peer abuse, particularly in schools and colleges with a significant gender imbalance.
Regarding looked after children and previously looked after children

· ensure that staff have the skills, knowledge and understanding to keep looked after children safe in accordance with KCSiE guidance.

Regarding the designated teacher

· appoint a designated teacher and work with local authorities to promote the educational achievement of registered pupils who are looked after. On commencement of sections 4 to 6 of the Children and Social Work Act 2017, designated teachers will also have responsibility for promoting the educational achievement of children who have left care through adoption, special guardianship or child arrangement orders or who were adopted from state care outside England and Wales.
· ensure the designated teacher has appropriate training and the relevant qualifications and experience.30 In other schools and colleges, an appropriately trained teacher should take the lead.

· Refer to statutory guidance contains further information on the roles and responsibilities of the designated teacher.
Regarding children with special educational needs and disabilities:

ensure their child protection policy reflects the fact that additional barriers can exist when recognising abuse and neglect in this group of children. 

Regarding the use of ‘reasonable force’ in schools:

· ensure that all staff understand appropriate ‘reasonable force’ to safeguard children and young people. The term ‘reasonable force’ covers the broad range of actions used by staff that involve a degree of physical contact to control or restrain children. This can range from guiding a child to safety by the arm, to more extreme circumstances such as breaking up a fight or where a young person needs to be restrained to prevent violence or injury. 
· sign post staff to departmental advice for schools as identified in KCSiE.
Regarding Allegations of abuse made against teachers and other staff:
· ensure effective support is provided for anyone facing an allegation and provide the employee with a named contact if they are suspended. It is essential that any allegation of abuse made against a teacher or other member of staff or volunteer in a school or college is dealt with very quickly, in a fair and consistent way that provides effective protection for the child and, at the same time supports the person who is the subject of the allegation.

·  ensure the schools procedure reflect the requirements of Part 4 of KCSiE for dealing with allegations of abuse.
Regarding Child on child sexual violence and sexual harassment:

·    ensure the school is aware of department’s published detailed advice to support schools and colleges. The advice is available here: Sexual violence and sexual harassment between children in schools and colleges and includes, what sexual violence and sexual harassment look like, important context to be aware of, related legal responsibilities for schools and colleges and advice on a whole school or college approach to preventing child on child sexual violence and sexual harassment.

· ensure the school’s DSL (or Deputy DSL) takes a lead role using their professional judgment, supported by other agencies such as social care and the police in their decision making
·  ensure the school is also supported through KCSiE advice, implementing effective policies and accessing information links to access additional resources which will provide the school with the foundation for a calm, considered and appropriate response to any reports.

Regarding Online safety:
· ensure that schools are familiar with information and links surrounding online safety in the school’s e-safety policy and Annex D of KCSIE

· ensure they reasonably can to limit children’s exposure to the above risks from the school’ or college’s IT system. 

· ensure their school has appropriate filters and monitoring systems in place.

· consider the age range of their pupils, the number of pupils, how often they access the IT system and the proportionality of costs vs risks.

· consider the appropriateness of any filters and monitoring systems as informed in part by the risk assessment required by the Prevent Duty 

· include a clear policy on the use of mobile technology in the school. Many children have unlimited and unrestricted access to the internet via 3G and 4G and the school and college should carefully consider how this is managed on their premises.

· be careful that “over blocking” does not lead to unreasonable restrictions as to what children can be taught regarding online teaching and safeguarding

· access tools to reviewing online safety 
· ensure that, as part of the requirement for staff to undergo regularly updated safeguarding training and the requirement to ensure children are taught about safeguarding, including online that online safety training for staff is integrated, 

Review and Signatures

This job description is subject to review by the Governing Body in negotiation with the post holder at any time. However, an annual review of this job description and allocation of responsibilities will take place as part of agreed performance management arrangements.

Job description and Personal specification agreed by: 

Post holder:

Signed: …………………………………………………………………… Date: 
@:

Signed: …………………………………………………………………… Date:
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Shropshire Career Pathway: Safeguarding; Headteacher JD August 2018               

