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Job Description 
 
	

	Job Title 
	Safeguarding, Attendance and Student Wellbeing Leader

	Pay Scale
	E26 – 30 (£38,510 – £42,123)

52 week contract. 37 hours per week

	Reporting to
	Assistant Headteacher Inclusion 

	Main Purpose 

	Working within the wider Inclusion Team at Forest High School, you will:
· Serve as the Deputy Designated Safeguard Lead with responsibility for overseeing safeguarding and child protection across the school, including online safety, filtering and monitoring systems.
· As the schools Mental Health Lead coordinate the mental health strategy for the school by liaising with the Personal Development Lead, the SENCO and the Pastoral Team to ensure a range of activities and support promote a culture of positive mental health.
· Review and develop safeguarding policies and procedures to ensure they remain effective and compliant.
· Represent the school in strategy discussions and multi-agency meetings, contributing to assessments and safeguarding plans.
· Provide advice and support to staff on safeguarding and child welfare, liaising with external agencies as required.
· As the schools Attendance Champion lead attendance initiatives, monitoring and analysing whole-school attendance data to identify concerns and inform action.
· Work closely with the Attendance Team and with pupils, staff, parents and carers to improve attendance and address persistent absence, including where it becomes a safeguarding concern.
· Support colleagues including in the Inclusion Hub and Alternative Provision Room to ensure all pupils feel safe, supported and are engaged in their learning.

	Key Tasks/Responsibilities:

	Safeguarding

	Managing referrals
· Refer cases of suspected abuse and neglect to the local authority children’s social care.
· Support staff who make referrals to the local authority children’s social care.
· Refer cases to the relevant programme where there is a radicalisation concern or to the police where a crime may have been committed.

Working with staff and other agencies
· Provide safeguarding advice and support to staff, acting as the key link with safeguarding partners and external agencies. 
· Keep 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 staff, families, and agencies to promote the safety, welfare, and holistic support of pupils, including online safety. 
· Maintain oversight of outcomes for pupils who have, or have previously had, a social worker by monitoring progress, maintaining high aspirations, and supporting appropriate academic provision and adjustments.
· Alongside the admin team, work to ensure that people onsite have had appropriate checks (staff, new staff and visitors). Monitor the schools Single Central Record regularly.
· Supporting the designated teacher for looked after and previously looked after children, attend meetings and oversee their Personal Education Plans (PEP).


Managing the child protection file
· Ensure child protection files are kept fully up to date.
· Keep information confidential and store it securely.
· Ensure files are only accessed by those who need to see them, and that where a file or content within it is shared, this happens in line with information sharing advice as set out in Keeping Children Safe in Education (KCSIE).
· Where children leave Forest High School (including in-year transfers) ensure all information is shared with the new school as appropriate and securely.

Raising awareness
· Ensure all staff, particularly new colleagues, understand and can access the school’s child protection policies and procedures. 
· Lead the regular review and update of child protection policies with the Local School Board. 
Ensure safeguarding policies are publicly available and that parents/carers understand the school’s safeguarding responsibilities. 
· Maintain links with safeguarding partners and keep staff informed of local procedures and training opportunities.

Training
· Undergo training (at least every 2 years) to gain the knowledge and skills required to carry out the role and meet the expectations set out in KCSIE, including those outlined in the ‘Training, knowledge and skills’ section of annex C.
· Undertake Prevent awareness training.
· Refresh knowledge and skills at regular intervals and at least annually.

Providing support to staff
· Support and advise staff and help them feel confident on welfare, safeguarding and child protection matters, including how these matters should inform the provision of academic and pastoral support.
· Deliver (or facilitate) appropriate safeguarding and child protection training, including online safety, and staff responsibilities in relation to filtering and monitoring.
· Support staff during the referrals process.

Understanding the views of children
· Encourage a culture of listening to children and taking account of their wishes and feelings, among all staff, and in any measures the Forest High 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.

Holding and sharing information
· Understand the importance of information sharing, both within Forest High School, with other schools and colleges on transfer, and with the safeguarding partners, other agencies, organisations and practitioners.
· Understand relevant data protection legislation and regulations, especially the Data Protection Act 2018 and the UK General Data Protection Regulation (UK GDPR).
· Keep detailed, accurate, secure written records of concerns and referrals.

Filtering and monitoring
· Make sure that the filtering and monitoring systems and processes block harmful and inappropriate content without unreasonably impacting teaching and learning and escalate concerns when identified.
· Review filtering and monitoring provision at least annually.


	Attendance

	Attendance
· Initiate and oversee the administration of absence procedures, for example letters home, attendance clinics and engagement with local authorities/other external agencies and partners.
· Follow up on any unexplained absences with parents/carers, escalating issues as appropriate in line with Forest High School procedures.
· Manage the process of issuing penalty notices to parents.
· Maintain accurate records of communications with parents/carers and relevant interventions.
· Share data with tutors to disseminate to students and coordinate low-level attendance interventions and celebrations with the tutor team.

Monitoring and reporting 
· Produce and analyse attendance data, identifying trends, concerns, vulnerable groups, and pupils requiring additional support. 
· Work with school leaders to plan, coordinate, and evaluate interventions to improve attendance for individuals and targeted groups. 
· Support the development and implementation of attendance policies, CME procedures, and reporting processes, including regular updates to relevant attendance organisations as well as the school leadership and Local School Board.

Working with parents/carers 
· Coordinate meetings with pupils and parents/carers to implement attendance 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.

	Author and Date 

	Nicola Mooney September 2026



















Person Specification

	Criteria
	Essential
	Desirable
	Assessed by

	Qualifications and Achievements

	Professional qualification in safeguarding, social work, child protection, or related field (e.g., Level 3/4 safeguarding leadership or a social work qualification).
	
	
	Application form.

	Designated Safeguarding Lead (DSL) training completed or willingness to complete immediately.
	
	
	Application form.

	Prevent awareness training or willingness to complete immediately.
	
	
	Application form

	Advanced safeguarding or child protection leadership qualification.
	
	
	Application form

	Qualification in attendance or pastoral management.
	
	
	Application form

	Experience 

	Experience of working in safeguarding, child protection, or welfare roles within education or youth services.
	
	
	Application form.

	Experience acting as a DSL or deputy DSL.
	
	
	Application form/interview.

	Experience of working on child protection cases and multi-agency working (social care, police, safeguarding partners).
	
	
	Application form/interview.

	Experience monitoring and improving pupil attendance.
	
	
	Application form/interview.

	Experience supporting vulnerable children, including those with a social worker or facing safeguarding risks.
	
	
	Application form/interview.

	Experience in a leadership role within safeguarding/attendance across a school or multi-agency setting.
	
	
	Application form/interview.

	Experience delivering safeguarding or attendance training to staff.
	
	
	Application form/interview.

	Experience overseeing online safety and digital monitoring system
	
	
	Application form/interview.

	Professional Knowledge

		



Strong knowledge of statutory safeguarding guidance, including Keeping Children Safe in Education (KCSIE), Children Act 1989/2004, and local safeguarding procedures.
	
	
	Application form/interview.

	Knowledge of child protection procedures, online safety, radicalisation/prevent initiatives, and filtering/monitoring systems.
	
	
	Application form/interview.

	Knowledge of attendance legislation, statutory requirements, and local authority processes.
	
	
	Application form/Interview.

	Understanding of the link between safeguarding, welfare, and educational outcomes.
	
	
	Application form/tasks/ interview.

	Knowledge of trauma-informed practice.
	
	
	Application form/interview.

	Knowledge of children missing education (CME) procedures.
	
	
	Application form/interview.

	Understanding of GDPR and information sharing in safeguarding contexts.
	
	
	Application form/tasks/ interview.

		Professional Skills

	Ability to manage complex safeguarding cases and make informed decisions under pressure.
	
	
	Application form/interview.

	Excellent communication skills with staff, pupils, parents/carers, and external agencies.
	
	
	Application form/tasks/ interview.

	Ability to provide advice, guidance, and support to staff on child welfare, safeguarding, and attendance.
	
	
	Application form/interview.

	Strong analytical skills to monitor, interpret, and report attendance and safeguarding data.
	
	
	Application form/tasks/ interview.

	Ability to maintain accurate, confidential, and secure records.
	
	
	Application form/tasks/ interview.

	Competence in planning and delivering training to staff on safeguarding and attendance matters
	
	
	Application form/interview.

	Ability to influence whole-school culture to prioritise safeguarding and attendance.
	
	
	Application form/tasks/ interview.

	Conflict resolution and negotiation skills.
	
	
	Application form/tasks/ interview.

	Ability to lead school-wide initiatives to improve attendance and engagement.
	
	
	Application form/tasks/ interview.

	Personal Qualities

	Committed to promoting the welfare and safeguarding of all pupils.
	
	
	Application form/tasks/ interview

	Professional integrity, confidentiality, and discretion.
	
	
	Application form/tasks/ interview

	Resilient, calm, and decisive in challenging situations.
	
	
	Application form/tasks/ interview

	Empathetic, approachable, and able to build trusted relationships with pupils, staff, and families.
	
	
	Application form/tasks/ interview

	Strong organisational skills and ability to manage competing priorities.
	
	
	Application form/tasks/ interview

	Reflective practitioner committed to continuous professional development.
	
	
	Application form/tasks/ interview

	Enthusiasm for promoting inclusion, equity, and positive educational outcomes for all pupils.
	
	
	Application form/tasks/ interview

	Essential Trust Attributes

	Initiative: Demonstrating the willingness and ability to use initiative – whether that means deciding on necessary action and following it through - or suggesting ways to work in a better way.
	
	
	Application form/interview.

	Influencing skills: The ability to persuade others
	
	
	Application form/interview.

	Interpersonal skills: The ability to communicate and interact with other people in a way that promotes cooperative relationships.
	
	
	Application form/interview.

	Teamwork: The willingness and ability to collaborate and work closely with colleagues in a mutually supportive manner.
	
	
	Application form/interview.
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