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JOB DESCRIPTION
Safeguarding and Intervention Officer
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This Job Description sets out the organisational position, reporting lines, key accountabilities and relationships.

MAIN COLLEGE LOCATION:

John Ruskin College

POST OUTLINE:




· To act as the Deputy Designated Safeguarding Officer  

· To provide effective liaison between the college, learners and parents and other external agencies. 

· To provide information and advice on financial assistance.
Post Reports To: 

Student Services Manager
Key Accountabilities:

 1. To be committed to the safeguarding of students and staff in College. 

2. To promote safeguarding to students and staff in College. 

3. To deliver high quality staff and student safeguarding related training. 

4. To provide, collate and monitor regular, accurate and timely data on safeguarding and child protection incidents and outcomes. 

5. Record information accurately and to complete reports ensuring that they are shared with the Designated Safeguarding Lead 

6. Attend Child Protection Conferences and Core Group meetings and ensure that any decisions made are carried out 

7. To improve outcomes for CLA Children and Vulnerable Young People by promoting their attendance and inclusion. 

8. To liaise with internal and external staff to prepare for and attend PEP meetings with council appointed representatives to meet the requirements for CLA learners; and to maintain a register of CLA learners and their PEP dates / social worker contacts. 

9. To make referrals (where necessary) to external organisations to meet the identified needs of learners and monitor progress against established objectives. Attending any necessary external review meetings or panels to support stated objectives. 

10. To support personal tutors to identify ‘at risk’ learners and to deliver appropriate support to all learners, conducting individual mentoring sessions, and / or home visits with those learners referred by teachers and deemed ‘most at risk’ in order to support and build positive relationships to remove barriers to learning. 

11. Provide advice and guidance on a range of issues such as welfare matters, financial support and signpost learners.  
12. To respond to all learner and parental queries (attendance, DSLF, references, full time letters and childcare) in a helpful and constructive way, ensuring that where information is not immediately available learners are helped to progress their enquiries. 
13. To maintain, make and record appointments for college services such as counselling and careers in close liaison with the staff responsible for these services.
14. To risk assess College applicants and existing students that declare a criminal conviction  

15. To risk assess the safeguarding situation presented to ensure that the student is safeguarded and supported adequately and appropriately. 

16. To liaise with College departments as part of the ongoing monitoring and support for students when there has been a safeguarding concern.
17. To liaise with students, parents and tutors in order to monitor student attendance, punctuality, deadlines and provide feedback as appropriate. 
18. To interview students and identify students that are eligible for financial support through learner funding. 20+Childcare and Care to Learn.  
19. To obtain, record and produce reports on feedback from service users on service needs. 
20. To keep records and documentation appropriate to the post. 
21. To participate in enrolment, induction and open events as required by Line Manager. 
22. To be part of the reception rota in student services and provide a welcoming warm, friendly and informative reception to learners, staff, parents/carers, governors and visitors to JRC. 
23. Perform any other duties as may be reasonably requested by the Principal. 
24. Participate in appraisal and professional development as appropriate.
25. The ability to work flexibly and effectively as an individual and team member  

26. Carry out their duties with due regard to the college’s policies on equal opportunities, health and safety and quality assurance.
Key Relationships:

The postholder will need to form effective and co-operative working relationships, in particular with:

· Internal: Key Tutors, Teaching and Learning Coaches, Students Services and Designated Safeguarding Lead. 

· External: Parents, Carers, Guardians, Social Workers, external agencies and Mentors 

Expectations of the Post Holder:

The post holder will undertake assigned responsibilities effectively and efficiently, and within regulatory and legislative requirements; achieve individual and departmental targets within the College Group’s annual planning and staff performance review processes and budgetary constraints and:

1. Actively promote equality and diversity, recognising and actively challenging stereotyping, prejudice and discrimination, ensuring that these principles permeate all working practices. All staff are required to undertake other mandatory training in addition to those listed below.
2. Adhere to and actively promote the College Group’s Safeguarding policy and procedures, and undertake mandatory Safeguarding and Prevent Training. 

3. Adhere to and actively promote the College Group’s Data Protection policy and procedures, and undertake the mandatory Data Protection Training. 

4. Ensure effective quality control and continuous improvement in all aspects of this post, in keeping with the College Group’s existing and developing quality assurance systems.

5. Be committed to professional self-development, through participation in the College Group’s continuing professional development programme which includes industry based work shadowing, attending seminars, College conference days and training events appropriate to the job role.

6. Comply with and promote College Group’s Health and Safety policies and procedures and to undertake mandatory Health and Safety training as and when necessary.

7. Undertake such other duties as required, commensurate with the grade of the post, as may be reasonably required at either College, East Surrey College or John Ruskin College, or at other subsidiaries.  
8. Support College Group events such as Open/Parents/Award Evenings and Enrolment sessions when required.
9. Adhere to all College Group Policies and procedures.
10. At all times seek to serve the best interests of the College Group.
11. To provide cover for colleagues during periods of holiday or sickness absence.
NB:  
This job description outlines a range of main duties.  It is not exhaustive and can be varied in consultation with the post holder in order to reflect changes in the job or the organisation.
PERSON SPECIFICATION
Safeguarding and Intervention Officer 



The following is a list of skills, experience and qualities that we might expect to find in the successful applicant for this post:

QUALIFICATIONS

Highlights the qualifications expected of jobholder

Orbital South Colleges Group is committed to supporting all staff in obtaining Level 2 Maths and English, if this has not already been achieved.

	Criterion
	Essential
	Desirable

	Level 2 qualifications and skills in Maths, English or a willingness to gain these in the first year of accepting this post
	(
	

	Level 2 qualification and skills in ICT
	
	(

	Maths & English GCSE / Level 2 equivalent 
	(
	

	Equality & Diversity Level 2 (or willing to obtain)
	(
	

	Safeguarding Children & Vulnerable Adults Level 2 (or willing to obtain)
	(
	


KNOWLEDGE & EXPERIENCE

Highlights the knowledge and experience required by the jobholder of specific processes, procedures and technical requirements

	Criterion
	Essential
	Desirable

	Experience of working with young people
	(
	

	Good IT skills including work processing, spreadsheets and databases
	(
	

	Well-developed written and oral communication skills
	(
	

	Good interpersonal and telephone skills
	(
	

	Good time management and organisational skills
	(
	

	Adaptable, enthusiastic team player
	(
	

	Experience of working in a multi-cultural setting
	
	(


PERSONAL QUALITIES/BEHAVIOURS 

Specific personal skills and behaviours required of the jobholder

	Criterion

	Adaptable, enthusiastic team player

	Ability to work on own initiative to develop the information services for students

	Commitment to equal opportunities and Safeguarding

	Ability to work occasional evenings and weekends


Attitudes - Essential 

Commitment to the role of post-14 education and training in developing and improving people’s lives. 

Sensitivity to the needs and expectations of individuals and to ensuring an appropriate level of responsiveness in all cases.  

Determination to promote equality of opportunity throughout all aspects of college life, including employment and service delivery. 

Commitment to ensuring a healthy and safe environment. 

Commitment to continuous personal and institutional improvement. 

Commitment to high professional and personal standards of work and of conduct.
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