
Safeguarding 
Manager   

 
 
Contract: Term time plus 10 days.  (37 hours per week, 41 weeks per year) 
Salary:  RET band 4b to 5a (scale point 24-30 depending on experience);  Actual pay 
£30,358.39 - £35,137.74 (FTE £33,024 - £38,223) 
 
Member of: Safeguarding & Pastoral Team 
Reports to: DHT Pastoral  
 
Core purpose  
The post holder will be a DDSL; they will lead on safeguarding and child protection across 
the school, supporting the DHT Pastoral in addressing all aspects of addressing the complex 
needs of student welfare. They will be responsible for making referrals to external agencies, 
co-ordinating multi-professional support, supporting other members of staff on child 
welfare and child protection matters and liaise with relevant agencies including but not 
limited to the local authority and police. They will take part in strategy discussions and 
inter-agency meetings and ensure that the relevant documentation and systems for 
recording safeguarding information is accurate and updated on a timely basis.   
 
The role reports directly to the Deputy Head Teacher for Pastoral. The postholder  

will be expected to work closely with staff at all levels in both teaching and support roles as 

well as with parents and students.   

This role will require the post-holder to work outside of normal school hours to deal with 

emergency child protection issues as and when they arise. The postholder will be expected 

to be flexible regarding working hours to ensure matters are dealt with professionally and 

promptly.  

 
General Responsibilities (all staff) 

• To perform duties and attend meetings as reasonably required. 

• To participate in the school's performance management scheme.  

• To undergo in-service training where required.  

• To contribute to the school's pastoral system. 

• To observe and implement current school policies and good practice. 

• To support in the intervention work of identified students.  

• To carry out such particular duties as the Headteacher may reasonably direct from time 
to time. 
 



 
 

Role Specific Duties  

• Carry out safeguarding investigations, complete necessary safeguarding referrals to 
relevant agencies ensuring all supporting documentation is completed on time and 
accurately. 

• Ensure the school is meeting all aspects of ‘Keeping Children Safe in Education’ and 
‘Working Together to Safeguard Children’.  

• Understand and ensure the school is compliant with all polices relating to Child 
Protection, Safeguarding, Health & Safety, Equal Opportunities, Confidentiality, SEN 
Code of Practice and related staff procedures.     

• Attend, run and participate in relevant safeguarding meetings and, where required, 

representing the school at child protection and review conferences.  

• Responsible for liaising and communicating with internal staff and external agencies 

about safeguarding matters and information.  

• Responsible for updating and maintaining accurate student information across relevant 

school and RET systems including but not limited to CPOMS, Risk Assessments, E-Safey 

software. 

• Providing quality assurance over relevant systems including but not limited to CPOMS, 

Risk assessments, E-Safety software, recording, completing audits as required.  

• Ensuring plans for vulnerable children, child protection and child in need students are 

communicated clearly and actions coordinated.  

• Ensuring that safeguarding concerns are shared with Designated Safeguarding Lead 

(DSL)and Headteacher.  

• Assisting the DSL in putting in place whole school strategies or support for specific 

(and/or current topical) safeguarding issues.  

• Monitoring the transition of vulnerable students throughout the school and/or between 

educational provisions, including gathering and keeping central records of relevant 

documentation and files.   

• Carrying out staff training related to specific safeguarding and key focus areas.  

• Ensuring up to date knowledge of safeguarding law and referral process. 

• Where appropriate, running small group interventions.   

 

Supporting the behaviour system in the school  

• Liaising with the Behaviour Leads, SEND, Attendance and HOY teams where issues of 

safeguarding and behaviour overlap, putting in place appropriate strategies of support.  

• Supporting the Behaviour Leads in identifying students whose behaviour is linked to 

safeguarding issues.  

• Supporting the SEND team in coordinating safeguarding support for students with 

additional SEND needs. 

• Supporting the school systems in following up of inappropriate online activity.  

• Supporting year assemblies, INSET days with safeguarding issues as appropriate.  



• Supporting the induction and transition of vulnerable students.  

• Attending HOY and Inclusion meetings as appropriate. 

• Assisting and attending allocated year group parental consultation evenings.  

 

Person Specification  
Experience – the successful candidate will have: 

• Experience of making positive impact through working directly with young people 

involving the assessment of needs and provision of advice, information and support. 

(highly desirable) 

• Experience of working with a range of external partners and different support agencies, 

both within an education setting or in the wider community. (highly desirable) 

• An understanding of and empathy with the challenges of working with students from 

diverse backgrounds. (highly desirable) 

• Experience of working with students with Social, Emotional and Mental Health 

difficulties. (highly desirable) 

• Experience of planning intervention for students. (highly desirable) 

 

Education & Professional Qualifications   

• Level 3 Safeguarding trained.  

• Willingness to take part in all relevant training and evidence of recent professional 

development and its impact.  

• Demonstrable commitment to Equality and Diversity, Safeguarding, Health & Safety and 

Personal, Social & Employability skills.    
  

Knowledge  

• Knowledge of frameworks, legislation, regulations and requirements of the sector and 

how these relate to the role.  

• Awareness and understanding of the statutory requirements and key developments 

relating to Child Protection and Safeguarding, Health and Safety, Equal Opportunities 

legislation and SEND code of practice.   

• Knowledge of the national and local priorities for young people.  

• Knowledge/Experience of working within Multi Agency Safeguarding Hubs (MASHs).   

• Understanding of the theory and practice of providing effectively for the individual 

needs of all children.   

• Awareness of the impact of trauma and adverse childhood experiences.  
  

Personal Attributes   

• Excellent interpersonal skills to develop positive and supportive professional 

relationships with students, teachers, parents/carers, external agencies and wider 

community.  



• Good communication skills both written and oral including being able to maintain 

accurate and up to date records in a timely manner.  

• Initiative and ability to prioritise workload and work to tight deadlines.  

• Resilience, the ability to work under pressure and stay calm in stressful situations.  

• Strong team player who is meticulous, methodical and follows systems.  

• Completer/finisher with excellent attention to detail, whilst meeting deadlines  

• Support the Christian ethos and values of the school.  

• Be well-organised, flexible and resourceful.  

• Display moral, intellectual and personal integrity and authority.  

• Show determination, optimism and resilience in the face of challenges and set-backs.  

• Be committed to equality of opportunity, community cohesion and student social 
mobility.  

 

 


