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Principal’s Welcome 
 
 
 
 
 
 
 
 
 
 

 
Dear Applicant, 
 
Thank you for your interest in the position of Safeguarding Officer with the City of London Academy Highgate 
Hill. We are delighted that you have chosen to apply to our academy and welcome your application. 

 
 
City of London Academy Highgate Hill opened in September 2017 as a mixed, all ability, non-denominational 
academy inheriting four cohorts (Years 8 to 11) from what was previously, Mount Carmel Catholic College for 
Girls. Our state of the art sixth form building opened in January 2024. 

 
 
We aim to provide a world class education for our students - making them ‘well-rounded’ individuals. Our 
vision is to therefore create an academy that will exemplify ‘Outstanding’ secondary practice, evidenced by 
excellent attainment and progress for all pupils. Highgate Hill provides learning experiences that reflect the 
characteristics for which the City of London is known around the world:  
 
 
 
 High expectations, aspirations, excellence and a belief that all can succeed 
 Creativity, innovation and enterprise, alongside tradition and heritage are championed 
 Developing people who are confident, resilient, compassionate and democratic 
  

 
If you feel that you can make a positive contribution, please apply. We look forward to receiving your 
application. 

 
 
Yours faithfully, 

 

 
 
 
Prince Gennuh 
Principal 
 
 
 



 

 

Safeguarding Officer- Job Description 

 
 
Post: Learning Support Assistant 
 
Accountable to: Vice Principal  
 
Grade/Range: PO1, SCP 29 - 31 
 
Salary: £42,861 - £44,430 (FTE) Pro rata salary: £37,479 - £38,851 
 
Working Pattern: Monday - Friday 8.00am - 4.00pm (break and lunch), 35 hours per week, 39 
weeks (term time only) 
 
Location: City of London Academy Highgate Hill 
 
Disclosure level: Enhanced 
 
Main Purpose 
 

 To be the Deputy Designated Safeguarding Lead 
 To safeguard and protect the students of the Academy 
 To deliver safeguarding training, update and implement policies and procedures and 

share learning with staff, volunteers and governors  
 

 
Key Accountabilities  
 
 

Safeguarding / Child Protection 
 Act as named Safeguarding Officer. 

 Liaison with social services, including follow up of all referrals and attending strategy meetings, 

core group meetings, child protection conferences and professionals meetings. 

 Responsible for maintaining the child protection paper files. 

 Liaison with Education Welfare Officer, Pastoral Managers and Achievement leaders regarding 

attendance and other issues of concern. 

 
 Looked After Children 

 Responsibility for looked after children, including individual meetings, liaison with foster 
carers, social workers and the reach team. 

 Attending LAC reviews where appropriate. 
 Arranging Personal Education Plans and monitoring the progress of all LAC. 
 Responsible for monitoring the register of looked after children. 
 Responsible for informing teaching staff of the needs of looked after children. 

 
 



 

External Support Agencies 
 Liaison with and referrals to CAMHS in conjunction with pastoral staff and the senior 

leadership team. 
 Managing referrals to other outside agencies such as counselling services, youth advice 

centres and refugee therapy centre, IYPDAS, teenage pregnancy service, Coram Parenting 
Service and Think Family. 

 Liaise with the school medical services regarding referrals made. 
 
 

Students and Families 
 Individual counselling and work with students and families referred by pastoral staff and 

the senior leadership team. 
 The organisation and training of the peer mentors and line management of member/s of 

staff responsible for day to day running of peer mentoring scheme. 
 Attend relevant year and senior leadership team/head of year group meetings. 
 Attend team meetings around child/family meetings. 

 
 

Support and Standards 
 Provide support and advice to students in line with promoting their social care and 

personal development with respect to learning and health and safety. 
 Respond to and take steps to resolve relationship issues between students. 
 Provide general student support e.g. lost items, upsets. 
 Monitor attendance - Use MIS to inform parents/carers. 
 Ensure a high standard of uniform. 
 Follow up attendance matters, including for agreed target students and contact or meet 

with parents/carers. 
 Collect and collate statements relating to incidents, following up directly when appropriate. 
 Contribute to Pastoral Support Plans. 
 Be aware of and comply with policies and procedures relating to child protection and all 

aspects of safeguarding children. 
 Liaise with external agencies. 
 Contribute to academic meetings relating to the pastoral manager’s year groups as 

requested. 
 
Communication 

 Be the first point of contact for parents/carers, being responsible for and dealing with 
issues when appropriate and referring to other staff for action. 

 Ensure contact is made to parents/carers whenever incidents are dealt with by self or when 
delegated to contact by others. 

 Produce appropriate records of incidents dealt with – e.g. bullying, racial incident files. 
 Arrange for work to be set and collected for exclusion and other student absence. 
 Seek reports on student progress from staff. 
 Arrange parental meetings as necessary. 
 Ensure systems letters e.g. uniform, equipment are sent and logged. 
 
Evaluation 
 Monitor levels of bullying and implement policies and strategies to combat it. 
 Produce reports on levels of incidents dealt with and other issues relevant to the post.  



 

 To lead, monitor and evaluate the impact of intervention strategies. 
 Engage actively in the performance review and development process, including 

undertaking the role of appraiser for identified staff. 
 
General 
 

 To carry out duties in accordance with health and safety legislation and the school policy. 

 Contribute to school development through identified communication and consultation 

channels. 

 To respect the confidential nature of information relating to the school and its students. 

 To identify your own training needs and a willingness to attend training/courses. 

 Comply with any reasonable request from management to undertake work of a similar level 

that is not specified in this job description. 

 
 
Safeguarding and Promoting the Welfare of Children 
 

 Have knowledge of, and adhere to, safeguarding policies and procedures.   

 Ensure a safe and supportive academy culture. 

 Ensure the welfare of children is safeguarded and promoted in line with current best 

practice and any relevant legislation. 

 Ensure equality of opportunity for all students in order that they may achieve to the best of 

their ability. 

 Ensure equality of opportunity for all staff to facilitate their continuing professional 

development. 

 Be aware of and understand the duties and responsibilities arising from the Children’s Act 

2004 and statutory guidance Keeping Children Safe in Education 2016 in relation to child 

protection and safeguarding children, young people and vulnerable adults as it relates to 

this role. 

 

 

 

 

 

 

 

 

 

 

 



 

 

Safeguarding Children 
 

COLAT is committed to safeguarding and promoting the welfare of children and young people. We 
expect all staff to share this commitment and to undergo appropriate checks, including enhanced 
DBS checks. 
 

The above responsibilities are subject to the general duties and responsibilities contained in the 
Statement of Conditions of Employment. The duties of this post may vary from time to time without 
changing the general character of the post or level of responsibility entailed. 
 

The person undertaking this role is expected to work within the policies, ethos and aims of the Trust 
and to carry out such other duties as may reasonably be assigned. The post holder will be expected 
to have an agreed flexible working pattern to ensure that all relevant functions are fulfilled through 
direct dialogue with employees, contractors and community members.  
 

English Duty 
 

This role is covered under part 7 of the Immigration Act 2016 and therefore the ability to speak 
fluent spoken English is an essential requirement for this role.  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Safeguarding Officer – Person Specification 

 
Our Values and Vision 
The City of London Academies Trust, sponsored by the City of London Corporation, aims to provide 
high-quality education for students and pioneer educational innovation. We are driven by the 
ambition to provide world-class experiences and deliver exceptional educational outcomes for the 
young people we serve.  
 
All City of London academies draw upon the traditions, institutions, heritage and historical 
successes of London to furnish each of their diverse communities with life-transforming learning 
experiences. In doing so, we believe that the young people we serve develop into successful, 
compassionate young adults, who make a positive contribution to their local, national and global 
communities.  
 
Our schools are characterised by a common understanding of what makes outstanding schools, 
based on five key principles which are known as our 'Foundations of Excellence'. 
 
Our Staff 
Our staff have high expectations, are consistent and driven to provide the best teaching and 
opportunities for our students. Teachers work in a well-disciplined environment where they are 
able to teach creative and engaging lessons, and all staff are given exciting opportunities to 
develop and learn from exceptional practitioners. 
 
Equal Opportunities 
 
The postholder will be expected to carry out all duties in the context of and in compliance with the 
academy Equalities policies. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 

 Essential Desirable 

Qualifications  

Graduate degree or equivalent ✓  

Be able to demonstrate a willingness to attend appropriate training and development ✓  

Evidence of continuing professional development  ✓ 

Experience, Skills and Knowledge 

Good listening, oral and literacy skills ✓  

Writing agendas and accurate concise minutes ✓  

High levels of computer literacy ✓  

Knowledge of school management information systems  ✓ 
Ability to prioritise and work under pressure with varying deadlines ✓  

Organise meetings ✓  

Record keeping, information retrieval and dissemination of data / documentation ✓  

Use of internet to access relevant information ✓  

Developing and maintaining contacts with outside agencies e.g. Local authority, DFE, 
Trust 

✓  

Knowledge of Data Protection legislation ✓  

Relevant personal and professional development ✓  

Working in an environment where experience including taking initiative  and self-
motivation 

✓ 
 

Working as a member of a team ✓  

Personal Qualities 

Be able to maintain confidentiality ✓  

Be able to remain impartial ✓  

Have a flexible approach to working hours ✓  

Have a positive attitude to personal development and training ✓  

Good interpersonal skills ✓  

Other 

Commitment to safeguarding and promoting the welfare of children and young people ✓  

Willingness to undergo appropriate checks, including enhanced DBS Checks ✓  

Motivation to work with children and young people ✓  

Ability to form and maintain appropriate relationships and personal boundaries with 
children and young people 

✓ 
 

 
 
 
 
 
 



 

HOW TO COMPLETE THE  

APPLICATION 
 
Vacancy Title: Safeguarding Officer 
 
Vacancy Description: Permanent, Full Time (term time only) 
 
Vacancy Location: City of London Academy Highgate Hill 
 
Vacancy Closing Date: 10.00am Monday 2 December 2024 
 
Submission: Applications must be submitted via the TES portal on 
the following link: https://www.tes.com/jobs/employer/city-of-
london-academy-highgate-hill-1084149 

 
 

https://www.tes.com/jobs/employer/city-of-london-academy-highgate-hill-1084149
https://www.tes.com/jobs/employer/city-of-london-academy-highgate-hill-1084149


 

  
 
 
 


