Job Description



	Job Title:
	Welfare & Child Protection Officer

	Grade:
	SO2 p.27  £44,331 pro rata

	Department:
	Children’s Services

	Section:
	Oxford Gardens Primary School

	Responsible to:
	Head of School/Executive Headteacher 

	Responsible for:
	Number of staff:  0





Purpose of the Job

· Act as the school’s Designated Safeguarding Lead, taking lead responsibility for safeguarding and child protection in line with statutory guidance, ensuring a strong culture of vigilance and a safe learning environment.
· Lead and oversee attendance and admissions as core safeguarding functions, ensuring accurate records, early identification of concerns and timely action to support pupils’ access to education.
· Work effectively with parents, carers and multi-agency partners to identify risk, coordinate early help and reduce barriers to learning, welfare and wellbeing.
· Provide expert advice and oversight on safeguarding, welfare, inclusion and data reporting to support effective decision-making and statutory duties.

Key Responsibilities
Safeguarding and Child Protection 
1. Act as Designated Safeguarding Lead using statutory guidance, school policies and staff concerns to ensure timely referrals, effective risk management and compliant safeguarding records.
2. Lead safeguarding and child protection practice using Keeping Children Safe in Education (KCSIE), local authority procedures and multi-agency thresholds (input) to ensure pupils are protected from harm and safeguarding duties are consistently met (output).
3. Oversee safeguarding policy development and review using statutory updates and school data (input) to maintain compliant, up-to-date and effective safeguarding arrangements (output).
4. Manage safeguarding concerns and disclosures using professional judgement, supervision and escalation routes (input) to secure appropriate interventions and outcomes for children (output).
5. Maintain accurate safeguarding records and reporting systems using secure case management processes and data analysis (input) to support monitoring, inspection and decision-making (output).
Attendance, Admissions and Inclusion
6. Lead attendance strategy and daily attendance processes using SIMS data, school procedures and first-day response information (input) to improve attendance, reduce persistent absence and safeguard vulnerable pupils (output).
7. Monitor attendance patterns and vulnerability indicators using individual and cohort-level data (input) to trigger timely interventions and referrals where required (output).
8. Lead admissions processes using local authority guidance, school systems and parental information (input) to ensure fair, compliant and well-managed pupil admissions and transitions (output).
9. Maintain accurate pupil records using SIMS, SAM and local authority reporting requirements (input) to ensure compliance with Children Missing in Education and statutory duties (output).
Multi-Agency and Partnership Working
10. Lead and participate in safeguarding, attendance and multi-agency meetings using case information and professional reports (input) to ensure coordinated, effective support for vulnerable pupils (output).
11. Manage referrals to external agencies using agreed thresholds, MARFs and statutory processes (input) to secure appropriate early help and statutory intervention (output).
12. Work collaboratively with families and professionals using solution-focused communication and shared planning (input) to reduce barriers to learning, attendance and wellbeing (output).
Family Support and Engagement
13. Build trusting relationships with pupils and families using consistent contact, home visits and meetings where appropriate (input) to strengthen engagement and improve outcomes (output).
14. Provide advice and challenge to parents and carers using school policies, attendance thresholds and safeguarding guidance (input) to promote positive behaviour, attendance and pupil welfare (output).
15. Support reintegration and transition arrangements using agreed plans and partnership working (input) to ensure continuity of support for vulnerable pupils (output).
Systems, Data and Compliance
16. Lead data management and reporting systems using SIMS, safeguarding records and statutory requirements (input) to support leadership decision-making and governance reporting (output).
17. Ensure compliance with safeguarding, data protection and information sharing duties using GDPR guidance and school procedures (input) to manage risk and maintain confidentiality (output).
18. Coordinate Subject Access Requests and information requests using data protection legislation and school systems (input) to ensure timely, accurate and lawful responses (output).

Undertake any other duties commensurate with the level of the post, as required to ensure the efficient and effective running of the School.

EQUALITIES
Ensure implementation and promotion in employment and service delivery of the Council’s equal opportunities policies and statutory responsibilities.



































Person Specification




Qualifications
Whilst no formal qualifications are not strictly necessary, the candidate needs to be able to demonstrate the experience and skills required to perform the role.

In addition, under Keeping Children Safe in Education (KCSIE), the DSL must be appropriately trained. It is therefore expected that the candidate would undertake all relevant training as soon as possible after appointment and engage in a process of updating this as is necessary.
Skills and Knowledge
· In-depth knowledge of statutory safeguarding and child protection guidance, including Keeping Children Safe in Education, enabling effective fulfilment of the Designated Safeguarding Lead role.
· Strong understanding of child protection thresholds, referral pathways and escalation processes, including early help, social care and multi-agency safeguarding arrangements.
· Ability to manage safeguarding concerns and disclosures using professional judgement to secure timely referrals, effective intervention and positive outcomes for children.
· Knowledge of safeguarding record-keeping requirements, including maintaining accurate, confidential and inspection-ready records and reports.
· Knowledge of attendance legislation, Children Missing in Education procedures and safeguarding links to attendance and punctuality.
· Good numeracy/literacy skills
· Full working knowledge of relevant polices/codes of practice and awareness of relevant legislation??
· Ability to analyse attendance data using school systems to identify patterns of concern and contribute to targeted intervention strategies.
· Knowledge of admissions processes and statutory requirements, including liaison with local authorities and accurate management of pupil records.
· Competence in using school information systems (including SIMS and SAM) to maintain accurate data, generate reports and support compliance.
· Skills in leading and contributing to multi-agency meetings, including Child Protection conferences, core groups and Team Around the Family meetings.
· Ability to complete referrals and professional documentation (including MARFs) clearly, accurately and in line with statutory guidance.
· Strong communication and interpersonal skills to work effectively with pupils, parents, carers, staff and external professionals.
· Ability to build trusting relationships with families while providing appropriate challenge to address attendance, behaviour and safeguarding concerns.
· Knowledge of family support approaches that reduce barriers to learning, promote engagement and support pupil wellbeing.
· Ability to support reintegration, transition and continuity of support for vulnerable pupils following absence, exclusion or placement change.
· Knowledge of data protection legislation, information sharing principles and GDPR requirements within a safeguarding context.
· Ability to lead and coordinate Subject Access Requests and manage sensitive information lawfully and securely.
· Strong organisational skills to manage competing priorities, respond to emerging risk and meet statutory deadlines.
· Commitment to safeguarding, equality, inclusion and professional standards, including ongoing training and reflective practice.
Please complete a personal statement as part of this application process to show how you meet the person specification. 
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