[bookmark: _GoBack]Job Title: Family Liaison & Safeguarding Manager
Grade: Grade 5 (Pro Rata)
Organisation: Suttons Primary School
Reports to: Head Teacher/Designated Safeguarding Lead, Inclusion Lead
Liaises with: DSL, Safeguarding Team, Inclusion Lead, SENDCo & SEMH Teams, Class Teachers, SLT, External Agencies

Job Purpose
The Family Liaison & Safeguarding Manager (Deputy Designated Safeguarding Lead) will work as part of the school’s safeguarding team to promote the safety, wellbeing and attendance of pupils as well as part of our Inclusion team to provide or signpost families to available support.
The post holder will:
● Take operational responsibility, as part of a team, for safeguarding, welfare, behaviour and attendance.
● Act as a key point of contact for vulnerable pupils and families.
● Work proactively with parents, carers and external agencies to ensure children are safe and able to thrive.
● Work collaboratively within the safeguarding team to maintain a strong safeguarding culture across the school. 
● Lead on Mental Health and Wellbeing across the school. This is a wider school duty that will aim to develop our current provision further for both children and staff. 

The DSL retains overall strategic responsibility for safeguarding; however, the Family Liaison & Safeguarding Manager plays a critical role in ensuring day-to-day safeguarding practice is rigorous and effective.

Key responsibilities

Safeguarding & Child Protection
● Act as Deputy Designated Safeguarding Lead (DDSL).
● Manage and respond to safeguarding concerns in line with statutory guidance.
● Maintain accurate, confidential and up-to-date safeguarding records.
● Be responsible for attending strategy discussions, child protection conferences, core groups and CIN meetings on behalf of the school.
● Liaise with social care, police and other external agencies.
● Be responsible for referrals to outside agencies and coordinating follow-up actions.
● Promote safeguarding policies and procedures across the school.
● Support the DSL in delivering safeguarding training and issuing safeguarding updates to staff.

Family Liaison & Early Help
● Be a key point of contact for families requiring support.
● Build positive, professional and trusting relationships with parents and carers.
● Conduct home visits where appropriate.
● Provide advice and guidance to families to prevent escalation of concerns.
● Manage referrals to school-based and external support services (e.g. CAMHS, play therapy, school
nursing).
● Take responsibility for identifying trends and next steps to ensure successful outcomes when producing half-termly safeguarding and welfare reports as required.

Attendance
● Work as part of team in operational attendance processes including first-day calling procedures.
● Take lead on any cases of escalating absence concerns; conducting home visits, welfare checks.
● Analyse attendance data to identify patterns and vulnerable groups.
● Work with SLT to implement attendance improvement strategies.
● Take lead in supporting families when overcoming barriers to regular attendance.

Pastoral Care & Behaviour Support
● Manage a caseload of pupils requiring additional welfare and SEMH support.
● Work alongside the behaviour, Inclusion and SEMH teams to monitor emotional regulation and behaviour data.
● Organise and support social and emotional interventions e.g. ELSA
● Promote positive behaviour and restorative approaches.
● Respond to welfare concerns raised by staff and provide classroom support where necessary.

Record Keeping & Administration
● Maintain safeguarding and welfare recording systems.
● Collate and produce statistical information regarding safeguarding, welfare and attendance.
● Prepare written reports for meetings and external agencies.
● Ensure documentation is completed to a high and thorough standard, complying with statutory expectations.

Mental Health and Wellbeing Lead
● Lead the development, implementation and ongoing review of a whole-school mental health and wellbeing strategy tailored to the needs of pupils, staff and parents/carers.
● Ensure mental health and wellbeing is embedded across all relevant school policies and processes, including safeguarding, behaviour, attendance and attainment.
● Work collaboratively with staff to promote positive mental health and wellbeing through the curriculum and wider school life.
● Develop and maintain a clear mental health and wellbeing policy, along with practical resources and guidance for staff, pupils and families.
● Use appropriate tools to assess pupils’ mental health and wellbeing needs and coordinate timely, targeted support.
● Plan, deliver and evaluate a range of interventions, including 1-to-1, group and whole-class support.
● Lead early intervention and prevention work to identify and support pupils showing early signs of poor mental health or wellbeing.
● Establish and maintain clear referral pathways to NHS and other relevant services.
● Work closely with the DSL and Inclusion Team to identify pupils with additional needs and coordinate support effectively.
● Support pupils to take an active role in shaping the school’s mental health and wellbeing provision.
● Identify staff training needs and deliver high-quality training and INSET on supporting pupil mental health and wellbeing.
● Provide staff with guidance and resources to recognise concerns and respond appropriately.
● Promote staff wellbeing and contribute to a positive, supportive school culture.
● Engage with parents and carers to provide advice, guidance and holistic support for families.
● Liaise with local mental health services and external agencies to ensure joined-up provision and access to appropriate support.
● Monitor, evaluate and report on the impact of mental health and wellbeing interventions and initiatives.
● Analyse wellbeing data, identify trends and support action planning for continuous improvement.
● Produce clear reports for senior leaders and governors as required.
● Maintain accurate, confidential and effective record keeping at all times.
● Undertake any other duties of a similar nature and level as required by the school.

Professional Collaboration
● Meet regularly with teaching and support staff regarding vulnerable pupils.
● Support staff in understanding safeguarding procedures.
● Work collaboratively as part of the safeguarding and pastoral team.
● Attend meetings that may occasionally occur outside of normal working hours.


Wider School Duties
● Working as a member of the play team, you will lead on Positive Play. This is a provision to support pupils who struggle to access outside play and would like a quieter/calmer alternative to lunchtimes. You will ensure that children have meaningful lunchtime play every day in a safe and stimulating environment providing social and creative play experiences. 
● Support school routines and behaviour systems.
● Work with SLT to implement school improvement strategies.
● Undertake administrative tasks appropriate to the role.
● Participate in performance management and professional development.
● Promote equality, inclusion and anti-discriminatory practice.

Professional Expectations
The post holder will:
● Uphold the values, ethos and culture of Suttons Primary School.
● Maintain strict confidentiality.
● Work flexibly within the scope of the role.
● Take reasonable care of health, safety and security within the school environment.

Safeguarding Statement
Suttons Primary School is committed to safeguarding and promoting the welfare of
children and young people. 

The successful applicant will be required to obtain an Enhanced DBS clearance and satisfactory references.

This post is exempt from the Rehabilitation of Offenders Act 1974.
























	Skills and Abilities
	Essential
	Desirable
	Assessed by

	Ability to organise workload, prioritise effectively and meet deadlines.
	/
	
	Application and interview

	Ability to work independently and as part of a team.
	/
	
	Application and interview

	Strong communication and interpersonal skills with adults and children.
	/
	
	Application and interview

	Ability to respond calmly and effectively to unexpected situations.
	/
	
	Application and interview

	High level of discretion and understanding of confidentiality.
	/
	
	Application and interview

	Ability to manage safeguarding documentation accurately.
	/
	
	Application and interview

	Ability to review policies and procedures
	/
	
	Application and interview

	Knowledge
	
	
	

	Understanding of safeguarding and child protection procedures.
	/
	
	Application and interview

	Knowledge and understanding of child development.
	/
	
	Application and interview

	Knowledge of attendance processes and statutory expectations.
	/
	
	Application and interview

	A well-developed understanding of strategies to manage and support pupils and adults with SEMH, mental health and wellbeing challenges in a school environment.
	/
	
	Application and interview

	Understanding of equality, inclusion and anti-discriminatory practice.
	/
	
	Application and interview

	Qualifications and Experience
	
	
	

	GCSE Grade C/4 or above in English and Mathematics.
	/
	
	Application

	Relevant safeguarding training (or willingness to undertake training).
	/
	
	Application

	Minimum of three years’ relevant experience in a school or similar setting.
	/
	
	Application and interview

	Experience working with vulnerable children and families.
	/
	
	Application and interview

	NVQ Level III (or equivalent) in administration, child care, safeguarding or related field.
	
	/
	Application

	Experience using school MIS systems (e.g. SIMS, CPOMS).
	
	/
	Application 

	Experience attending multi-agency meetings.
	
	/
	Application 

	DSL or DDSL training.
	
	/
	Application



