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	CITY of SHEFFIELD

JOB DESCRIPTION

	STUDENTS AND YOUNG PEOPLE’S DIRECTORATE
	This authority / school is committed to safeguarding and promoting the welfare of students and young people and expects all staff and volunteers to share this commitment

	SCHOOL
	

	POST TITLE
	Safeguarding & Inclusion Officer

	ROLE PROFILE
	LD4

	JOB NUMBER
	SCH/BP/LD/012/P

	GRADE
	6

	RESPONSIBLE TO
	Safeguarding & Inclusion Manager 

	RESPONSIBLE FOR
	

	HOLIDAY AND SICKNESS COVER
	Other staff in school

	PURPOSE OF JOB
	To lead on a range of interventions that support social and emotional and mental health needs of students.

Under an agreed system of supervision take a lead role in school to ensure the safeguarding of students. 

	RELEVANT QUALIFICATIONS
	Level 2 qualifications in English & Maths 

Meet HLTA standards or equivalent 

Experience of providing pastoral support, care and guidance. 

Experience of responding to complex needs of students and their families. 




	JOB DESCRIPTION FOR POST OF:- Safeguarding & Inclusion Officer 

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The postholder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

MAIN DUTIES AND RESPONSIBILITIES

	1 SAFEGUARDING STUDENTS


	· To work with the Headteacher in ensuring effective procedures for safeguarding students are applied in school and carry out the role of a Designated Safeguarding Deputy. 
· To support the Safeguarding lead to devise and manage school procedures and practice including monitoring and evaluation of implementation.

· Have responsibility for ensuring all staff in school are kept informed of updates to practice and procedures and induction is completed for new staff.
· Lead on relevant meetings with parents/carers and other professionals. 
· Attend core group meetings on behalf of the school and undertake case management under the supervision of the Safeguarding lead.
· Keep accurate records of all actions and meetings, updating CPOMS as expected. 

· Monitor and report on the progress of students who have been identified as CIN.   Child in Need according to Safeguarding procedures.
· Produce relevant data reports that will promote early identification and intervention and can also be used to report to Governors. 

· Make referrals to appropriate agencies, completing paperwork as required. 
· Develop and maintain relationships with external colleagues in MAST and Social Care. 
· Ensure key staff are informed of any information identified on CPOMS to support the student. 
· Respond to the needs of students as required, providing intervention and support as required. 


	2 PARENTS AND COMMUNITY



	· Contribute and be actively involved in the school’s ‘Parent Engagement’ strategy by attending meetings, building relationships with parents and carers and actively encouraging positive engagement with school. 
· Respond to the needs of parents/carers, establishing positive and trusting relationships and conducting home visits as appropriate. 

· Ensure appropriate arrangements are in place to support parents and students in the smooth transition from primary to secondary school.

· Develop and maintain relationships with external colleagues in MAST and Social Care in relation to parental support.
· Contribute to the coordination of workshops led by MAST that support the needs of parents/ carers and the wider Bents Green community.  


	3 TEACHING AND LEARNING



	· Working in conjunction with the Safeguarding lead to, develop, deliver and evaluate interventions that respond to the social, emotional and mental health needs of students at Bents Green School.

· Identify students from the whole school data requiring interventions programmes in conjunction with the Safeguarding and Inclusion lead for use in and out of the classroom. 

· Provide support, advice and guidance to teaching staff and teaching assistants regarding strategies that will support the emotional, social and mental health needs of students.   
· Provide support inside and outside of the classroom that accelerates the progress of all learners. Aware of difference and ensure all students have equal access to opportunities to learn and develop.
· Promote online safety as part of the wider curriculum and via small group work and 1:1 intervention.
· Contribute to the development and production of resources that can be used within PSHE that raises awareness of safeguarding and inclusion matters. 

· Provide necessary training and support to staff as required.

· Provide cover for teaching and support staff as required.

· Lead on relevant assemblies with the Safeguarding and Inclusion team. 


	4 SUPPORT FOR THE SCHOOL



	· Contribute to the overall aims and values of the school. 

· As a member of the Safeguarding Team to support the necessary safeguarding arrangements as students arrive and leave site. 
· Work with Senior Leaders to write policies and procedures relating to Safeguarding, Inclusion, Behaviour and Attendance.
· Obtain and prepare materials to develop displays and visual aids that raises the awareness of and promote the understanding of Safeguarding and Inclusion matters.
· Develop constructive relationships and communicate with teachers, teaching assistants, external agencies and other professionals, to support achievement and progress of students.
· Attend and be an active participant in Safeguarding and Inclusion meetings.
· Deliver and participate in safeguarding training and other learning activities as required.
· Recognise own strengths and areas of expertise and use these to advise and support colleagues. 

	


Any other duties and responsibilities appropriate to the grade and role
All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.
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