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NEW COLLEGE WORCESTER (NCW)

JOB DESCRIPTON

Job Title: SAFEGUARDING OFFICER (Full time, term time only + 5 days in college holidays)
Grade:  Scale SO2, Scale 26 - 28
Salary: £38,200 - £39,152, 37 hours per week Monday-Friday
Pro rata Salary: £33,553 - £34,389 based on Term Time Only plus 5 working days in college holidays
Department: Academic Support 
Location: New College Worcester

Reports To: Assistant Principal: Personal Development   Safeguarding, DSL

Hours:  37 hours per week, Monday – Friday 8.30am-4.00pm, plus half hour lunch break (unpaid) plus 5 working days in the college holidays to be agreed with line manager
Responsible for: To support the effective safeguarding of students by acting as a key point of contact for safeguarding concerns, maintaining accurate records, supporting referrals and multi-agency work, monitoring safeguarding actions, and contributing to a culture where students are safe, listened to and supported to achieve positive outcomes. This should include support for the introduction and embedding of adult safeguarding arrangements for students who are aged 18 or over, or who may transition into adult services, ensuring concerns are identified, recorded, escalated and referred in line with adult safeguarding procedures.

Purpose of the role 
The Safeguarding Officer will co-ordinate safeguarding and child protection across the College.  They will oversee the operational work to keep children safe, and they will report concerns to the DSL and contribute to the safeguarding strategy.   
The Safeguarding Officer will take part in strategy discussions and inter-agency meetings and contribute to the assessment of children.  They will communicate with parents, students and staff. 
The Safeguarding Officer will run the operational aspect of safeguarding and child protection, through monitoring systems and delegation of tasks to the appropriate person.
The Safeguarding Officer will support the development and implementation of adult safeguarding processes within the college, ensuring that staff understand the distinction between child protection, safeguarding young people and safeguarding adults at risk. 
Duties and responsibilities
1. Safeguarding practice and student support
Act as a point of contact for safeguarding concerns and referrals CPOMS, responding promptly and appropriately in line with college policies and statutory guidance.
Support students with safeguarding, child protection or welfare concerns by helping to ensure appropriate provision, monitoring and follow-up are in place.

Respond to lower-level safeguarding concerns where appropriate, including speaking with students, gathering information and escalating concerns when required.

Apply a child-centred, PACE and relational approach, recognising that safeguarding and promoting welfare is everyone’s responsibility.
Recognise and respond appropriately to adult safeguarding concerns for students aged 18 or over, including concerns relating to abuse, neglect, exploitation, self-neglect, mental capacity, coercion, control or vulnerability linked to disability, health, care or support needs. 
2. Referrals, multi-agency work and information sharing
Make referrals, when appropriate and under agreed local and national safeguarding procedures, to the Multi-Agency Safeguarding Hub, children’s social care, adult services, police, health professionals or other relevant agencies.
Liaise with schools, parents and carers, social workers, police, health professionals, employers, curriculum staff, support staff, counselling staff, admissions staff and other relevant professionals where this is necessary to safeguard students.

Attend and contribute to safeguarding meetings, strategy discussions, child protection meetings and other multi-agency meetings as required.

Record agreed actions from safeguarding meetings and ensure these are communicated, monitored and followed up in a timely manner.

Follow information-sharing guidance, recognising that data protection does not prevent the sharing of information where this is necessary to safeguard a child or young person.
Support appropriate referrals to adult social care, adult safeguarding teams, health services, police or other relevant agencies where an adult safeguarding concern is identified, seeking advice from the Designated Safeguarding Lead where required. 
3. Safeguarding systems, records and monitoring
Act as a supervisor for the CPOMS safeguarding system, monitoring entries, identifying actions required and ensuring concerns are allocated and followed up appropriately.

Deliver whole school and group training sessions on safeguarding, including regular updates from KCSIE and serious case reviews, and the accurate process of recording incidents on CPOMS. 
Support staff with the accurate recording of safeguarding information on CPOMS and ensure relevant staff have appropriate access to the system.

Monitor assigned and delegated safeguarding actions to ensure they are completed within appropriate timescales.

Maintain accurate, confidential and up-to-date safeguarding records for students, including records of communication, decisions, actions and outcomes.

Maintain specific safeguarding logs, including but not limited to bullying, discriminatory incidents, child-on-child abuse, sexual harassment and sexual violence.

Ensure safeguarding information is transferred securely and promptly when students move to another education provider, in line with policy and statutory expectations.
Maintain clear adult safeguarding records and monitoring processes, ensuring that actions, referrals, decisions, consent considerations, mental capacity considerations and outcomes are recorded accurately and securely. 
4. Risk assessment, safety planning and wider college support
Support curriculum, residential and wider college teams with safeguarding risk assessments, safety plans and support arrangements where safeguarding concerns have been identified.
Contribute to the monitoring of students where additional vulnerabilities, barriers to learning or safeguarding risks are present.

Maintain and update relevant tracking documents, including barriers to learning information, safeguarding monitoring records and action plans.
Contribute to safeguarding risk assessments and safety plans for child and adult students where there are concerns about vulnerability, exploitation, self-neglect, mental capacity, consent, transition to adult services or support needs beyond the college. 
Support the college’s behaviour and conduct expectations by applying the principles of Ready, Respectful, Safe consistently and professionally.

Assist with campus supervision, and the identification and reporting of unauthorised visitors or trespassers where required.

5. Training, awareness and safeguarding culture
Model the culture expected at NCW in relation to Safeguarding students at all times, encouraging a culture of supporting the student voice when concerns arise. 

Assist with the development, organisation and delivery of safeguarding training, briefings and resources for staff, helping to promote best practice and raise awareness of safeguarding themes.

Undertake safeguarding training required by the local authority, college and statutory guidance, and maintain up-to-date knowledge of safeguarding practice.

Cascade relevant safeguarding updates, learning and guidance to colleagues as directed by the Designated Safeguarding Lead.
Support staff awareness of adult safeguarding, including recognising adults at risk, understanding referral routes, applying professional curiosity and knowing when to escalate concerns to the Designated Safeguarding Lead or external agencies. 
Contribute to college-wide pastoral, welfare, wellbeing and safeguarding events or activities where appropriate.

6. Reporting, quality assurance and improvement
Produce accurate safeguarding reports and statistical information for meetings, reviews and reporting cycles, clearly identifying issues, actions, outcomes and impact.
Contribute to safeguarding quality assurance activity, including the review of CPOMS records, safeguarding logs, action monitoring and record-keeping standards.

Support consultation with students, parents, carers and other users of college services to inform safeguarding, welfare and improvement planning.

Provide administrative and operational support to the Designated Safeguarding Lead and Safeguarding Team as required.

Contribute to the college’s wider improvement planning by identifying themes, patterns and areas for development within safeguarding practice.
Contribute to the review and development of adult safeguarding procedures, reporting arrangements and quality assurance activity as these are introduced and embedded across the college. 
7. Professional standards and general duties
Work in accordance with all college policies and procedures, including safeguarding, child protection, behaviour, staff code of conduct, confidentiality, data protection and equality policies.
Maintain professional boundaries and model high standards of conduct, confidentiality, respect and communication.

Work collaboratively with colleagues across college to promote a safe, inclusive and supportive environment for all students.

Join and support functional or development teams across college where safeguarding, welfare or student support input is required.

Undertake any other duties that are commensurate with the level and purpose of the post, following consultation with the postholder.

During term time, the Safeguarding Officer should be available for staff in the school to discuss any safeguarding concerns.  Ideally this will be in person, but can also be via phone, email or video call in exceptional circumstances. 

Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the Safeguarding Officer will carry out. The postholder may be required to do other duties appropriate to the level of the role.

Annual Review

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of NCW in relation to the post holder’s professional responsibilities and duties.

Equal Opportunities Statement

NCW is committed to being an equal opportunities organisation.  It is committed to promoting equal opportunities and preventing discrimination.  This policy applies both to service delivery and to its own employment practices.  You will be willing and able to demonstrate commitment to NCW’s Equal Opportunities Policy.

Safeguarding Children
NCW is fully committed to ensuring the safety and well-being of students at the College.  You are responsible for adhering to the College’s policies on Child Protection and for promoting and safeguarding the welfare of children and young people you encounter.
NCW is also committed to safeguarding adults at risk. The postholder is expected to understand and follow the college’s adult safeguarding procedures and recognize when an adult may be at risk of abuse, neglect, exploitation, and take timely action to record, report and escalate concerns in line with agreed procedures. 
This document is to be read in the context of the NCW Statement of Purpose, NCW Equal Opportunities Statement, and agreed policies of the NCW and the Conditions of Service as outlined in the individual employee’s contract.

PLEASE NOTE

This appointment is a regulated activity and is subject to two satisfactory and verified references, Enhanced DBS Clearance and Registration, a medical clearance and a six-month probationary period.
SAFEGUARDING OFFICER 

Person specification
	criteria
	qualities

	Qualifications 
and training
	· GCSE (or equivalent) in English and Math’s.
· Qualification in safeguarding, up to at least level 3.
· Regular update of the DSL training (at least two-yearly).

	Experience
	· Successful leadership and management experience in residential or education setting. 

· Experience of managing safeguarding in care of a school or other relevant organisation, including: 

· Building relationships with children and their parents, particularly the most vulnerable. 

· Working and communicating effectively with relevant agencies.
· Implementing and encouraging good safeguarding practice throughout a large team of people.
· Demonstrable evidence of developing and implementing strategies to help children and their families.
· Experience of handling large amounts of sensitive data and upholding the principles of confidentiality.

	Skills and knowledge
	·  Degree or equivalent level 5/6 qualification. 

· Expert knowledge of legislation and guidance on safeguarding and working with young people, including knowledge of the responsibilities of schools and other agencies.
· Ability to work with a range of people with the aim of ensuring the safety and welfare of children. 

· Awareness of local and national agencies that provide support for children and their families.
· Excellent record keeping skills and attention to detail, in order to produce reports, take minutes of meetings, and document safeguarding concerns.
· Good IT skills, including previous use of CPOMS.
· Effective communication and interpersonal skills.
· Ability to communicate a vision and inspire others.
· Ability to build effective working relationships with staff and other stakeholders.

	Personal qualities
	· Commitment to ensuring the safety and wellbeing of children. 

· Commitment to upholding and promoting the ethos and values of the College.
· Integrity, honesty and fairness.
· Ability to work under pressure and prioritise effectively.
· Commitment to always maintaining confidentiality.
· Commitment to equality.


[image: image2.png]


[image: image3.png]


[image: image4.png]


[image: image5.png]



NCW:  JD/PS: Safeguarding Officer







Page | 1
Updated:  June 2026

