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Message from the Headteacher 

I am very proud to be the Headteacher of The Birley Academy and 

feel honoured and privileged to work with our pupils, parents, 

carers, colleagues and community to be part of the team who are 

making The Birley Academy a brilliant place to learn and work. 

I am passionate about working with our staff in school and with 

colleagues across L.E.A.D. Academy Trust to ensure that the 

education we provide our pupils is of the highest quality, studying 

a broad range of subjects complemented by a clear personal 

development and wider curriculum offers. 

Victoria Hall, Headteacher 

 

 

About The Birley Academy 

The Birley Academy is a popular secondary academy in the southeast of Sheffield. We have a modern 

building set on a pleasant campus with excellent facilities.  

We believe that our students are entitled to nothing but the best and are fully committed to transforming 

the school into an exceptional place to learn.   

We can offer you students who are keen to become their best selves; student who will make you remember 

why working in a school is so special; staff who are hardworking and who want the best for our school; a 

leadership team who are passionate and dedicated to making The Birley Academy brilliant and a supportive 

and aspirational Trust.  

Our vision is simple: to ensure that we constantly challenge ourselves and our students to aspire to our very 

best, enjoying learning and being active members of the learning community. As part of the L.E.A.D. 

Academy Trust, we work with all stakeholders including parents, local businesses, community leaders and 

our partner primaries to represent and best meet the needs of our students.  

 

 

 

 

 

 

 

 

 



 



 

 

 

 

 

 

“Leaders are  
dedicated to  

ensuring pupils  

are safe and  

well cared for.”  
 

Ofsted report, 

March 2023 

 

 

 

 

 



 

How to apply 

Please send a completed application form and covering letter explaining your interest in the role and how 

you meet the person specification to: hr@leadacademytrust.co.uk  
 

CLOSING DATE: Friday 25th October 2024 

 

INTERVIEWS:  We expect interviews to take place on Thursday 7th November 2024. 

  

Applications will be reviewed upon receipt, therefore shortlisted candidates may be contacted in advance 

of the closing date.  

 

L.E.A.D. Academy Trust is committed to safeguarding and promoting the welfare of children and young 

people and we can expect all staff and volunteers to share this commitment. This post is subject to an 

enhanced DBS check.  

 

For an informal, confidential discussion about this opportunity, please email: hr@leadacademytrust.co.uk  
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Job description 

Key responsibilities and accountabilities 

 

Safeguarding Officer  

Pay Scale: SCP 16 – 21 £28,282 - £30,825 (full time equivalent).  Role will be term time only + 3 weeks actual 

salary £26,134 - £28,484 

Location:  The Birley Academy 

Line Manager: Designated Safeguarding Lead (DSL) 

Closing Date: Friday 25th October 9am 

Interviews:   Thursday 7th November 2024 

 

Job purpose:  

The Safeguarding Officer will support the Senior DSL and DSL in delivering all safeguarding strategies within the 

academy including attending inter-agency meetings and contributing to the assessment of students. Under the 

direction of line managers, this role will advise and support other members of staff on child welfare, safeguarding 

and child protection matters, and liaise with relevant agencies such as the local authority and police. 

The DSL will retain ultimate lead responsibility for safeguarding and child protection. 

Duties and responsibilities  

Supporting and Managing Referrals 

• Support the DSL to refer cases of suspected abuse and neglect to the local authority children’s social care as 
required. 

• Provide support for staff who make referrals to local authority children’s social care. 
• As required, refer cases to the Channel programme where there is a radicalisation concern. 

• Provide support for staff who make referrals to the Channel programme. 

• Support the Senior DSL/DSL in referring cases where a crime may have been committed to the police. 

• Keep detailed, accurate, and secure written records of concerns and referrals. 

 

Working with staff and other agencies  

• Act as a source of support, advice, and expertise for staff. 

• In the absence of the Senior DSL/DSL, act as a point of contact with relevant external safeguarding partners. 

• Liaise with staff on matters of safety, safeguarding, and welfare (including online and digital safety), and when 

deciding whether to make a referral by liaising with relevant agencies so that children’s needs are considered 
holistically. 

• Support the Senior DSL/DSL to liaise with the senior mental health lead and, where available, the mental health 

support team, where safeguarding concerns are linked to mental health. 

• Promote supportive engagement with parents and/or carers in safeguarding and promoting the welfare of 

children, including where families may be facing challenging circumstances. 



• Support the Senior DSL/DSL to work with the Headteacher and other relevant strategic leads, by promoting 

educational outcomes by:  

➢ knowing the welfare, safeguarding and child protection issues that children in need are experiencing or have 

experienced. 

➢ identifying the impact that these issues might be having on children’s attendance, engagement and 
achievement at school. 

➢ Ensuring staff know which children have or have had a social worker, understanding their academic progress 

and attainment, and maintaining a culture of high aspirations for this cohort of students. 

➢ Support teaching staff to provide additional support or reasonable adjustments to help these children who 

have or have had a social worker reach their educational potential. 

 

Information sharing and managing the child protection file 

• Ensuring child protection files are always kept up to date. 

• Keeping information confidential and stored securely. 

• Ensuring that records include a clear and comprehensive summary of the concern, details of how the concern 

was followed up and resolved; a note of any action taken, decisions reached, the rationale for this decision and 

the outcome. 

• Ensuring child protection files are only accessed by those who need to see them, and that where a file or content 

within it is shared, this happens in line with information sharing advice as set out in KCSIE. 

 

Raising Awareness 

• Inducting new staff to safeguarding policies and procedures to ensure these are effectively followed 

• Ensure staff can access and understand the school’s child protection and safeguarding policy and procedures and 
that these are effectively followed 

• Support the Senior DSL/DSL to ensure the school’s safeguarding and child protection policies are known, 
understood and used appropriately and are available and easily accessible to everyone in the school community. 

• Support the Senior DSL/DSL to ensure that parents have read the safeguarding policy and are aware that 

referrals about suspected abuse or neglect may be made, and the role of the school in this. 

• Be alert to the specific needs of children in need, those with special educational needs, and young carers. 

• Establish a culture of listening to children among all staff, ensuring that children’s feelings are heard where the 
school puts measures in place to protect them. 

• Support the Senior DSL/DSL to help promote educational outcomes by sharing information about welfare, 

safeguarding and child protection issues that children who have or have had a social worker are experiencing 

with teachers and the school leadership team. 

 

Training 

• Complete regular training in line with current legislation to develop and maintain the knowledge and skills 

required to carry out the role and meet the requirements of KCSIE, including those outlined in the ‘training, 
knowledge and skills’ section of annex C. 

• Complete prevent training and be able to: 

➢ Support the Senior DSL/DSL in the meeting the requirements of the prevent duty. 

➢ Provide advice and support to staff on protecting children from the risk of radicalisation. 

• Complete training on female genital mutilation (FGM) and be able to: 

➢ Provide advice and support to staff on protecting and identifying children at risk of FGM. 



➢ Support the Senior DSL/DSL in reporting known cases of FGM to the police and where needed, help others to 

do so. 

• Refresh knowledge and skills at least annually so remain up to date with any developments relevant to the role 

and current legislation. 

• Understand the assessment process for providing early help and intervention. 

• Develop a working knowledge of how local authorities conduct a child protection case conference and a child 

protection review conference. 

• Develop knowledge and skills through support from the Senior DSL/DSL to identify, understand, and respond to 

specific harm including risks to children with SEND, young carers, those with relevant health conditions, the 

impact of adversity and trauma, mental health and well-being and the risks of online safety. 

• Understand and appreciate the importance of information sharing, both within the school, and with the 

safeguarding partners, other agencies, organisations and practitioners. 

• Understand the unique risks associated with online safety and have the relevant knowledge and up to date 

capability required to keep children safe while they're online at school. 

• Have relevant knowledge of the additional risks that children with special educational needs and or disabilities 

(SEND) face online and the capability to support children with SEND to stay safe online. 

• Access resources and attend any relevant or refresher training courses.  

• Support the Senior DSL/DSL to encourage among staff, a culture of listening to children and taking account of 

their wishes and feelings, in whatever measures the school puts in place to protect them. 

• At regular intervals, access up to date refresher training e.g., in the form of e-bulletins, attending meetings with 

other designated safeguarding leads or by taking time to read and digest safeguarding developments and at least 

annually to keep up to date with any developments relative to the role. 

 

Other responsibilities 

• Support the Senior DSL/DSL in contributing to safeguarding reports to the governing board. 

• Model best practice and always uphold the principles of confidentiality and data protection (GDPR). 

• Support with the wider school community i.e., duties throughout the day. 

• Undertake home visits to targeted families as required. 

• Act as first aider as required. 

• To act in accordance with the school’s policies, including the requirements of keeping children safe in education 
(KCSIE), the school’s child protection policy and GDPR among others. 

• To safeguard and promote the welfare of children and young people and follow school polices and the staff code 

of conduct.  

• This job description allocates duties and responsibilities but does not direct the particular amount of time to be 

spent on carrying them out and no part of it may be construed.   This job description is not necessarily a 

comprehensive definition of the post.  The duties may be varied to meet the changing demands of the academy 

at the reasonable discretion of the Headteacher.   

• Employees will be expected to comply with any reasonable request from a manager to undertake work of a 

similar level that is not specified in this job description.  

 

 

 

 

 



Influencing and Managing Relationships: 

• Headteacher 

• L.E.A.D. Central Support including the Trust safeguarding lead 

• External agencies  

• Parents and carers  

• Governors  

• Senior Leadership Team  

• Staff 

 

As job descriptions cannot be exhaustive, the post-holder may be required to undertake other duties which are 

broadly in line with above key responsibilities. 

The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff 

and volunteers to share this commitment and individually take responsibility for doing so.  

At L.E.A.D we have a strong vision and four core principles, to lead, empower, achieve and drive, which you will be 

expected to demonstrate in your working practices. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Person specification 

The person specification listed below outlines the competences, knowledge and behaviour of candidates 

who would be suitable for this role. The two right-hand columns provide guidance as to whether these 

items are essential (E) or desirable (D) criteria. 

E D 

Qualifications and 

Attainments 

• • GCSE in English and Maths at grades ‘C’ or ‘5’ and above or equivalent
• Qualified first aider or willing to undertake the training.
• DSL training qualification or willingness to undertake 

E 

E 

Skills and 

Knowledge 

• Excellent communication skills, both written and oral, with the 
ability to communicate effectively with people at all levels 
• Knowledge of safeguarding best practices and legislation
• Understanding of legislation relating to school attendance
• High level of administrative and organisational skills
• Able to work as part of a team and contribute towards its success
• Able to use all MS Office programs particularly Word, Excel, Outlook 
and PowerPoint and be familiar with other bespoke databases
• Knowledge of educational legislation, guidance and legal 
requirements including Keeping Children Safe in Education
• Knowledge of Equal Opportunities, Human Rights and Data 
Protection legislation.
• Able to work to tight deadlines, managing and prioritising time 
effectively
• Excellent record keeping skills

E 

E 

E 

E 

E 

E 

E 

E 

E 

Experience • Working in an environment where experiences included taking 
initiative and self-motivation
• Previous experience of working in a similar role or people focussed 
position
• Experience of working in an education setting
• Experience of managing MIS systems for reporting to management 
and other stakeholders

E 

E 

E 

D 

Personal 

Attributes 

E 

E 

E 

E 

E 

E 

Additional 

Requirements 

• This role is subject to an enhanced DBS

• Commitment to equality of opportunity and the safeguarding and

welfare of all students

• Willingness to undertake training.

E 

E 

E 

• Have an openness to learning and change
• Have a positive attitude to personal development and training
• Be able to work in ways that promote equality of opportunity, 
participation, diversity and responsibility
• Demonstrate good interpersonal skills 
• Demonstrate integrity, confidentiality, impartiality and empathy
• Have good interpersonal skills

E 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Email address: 

hr@leadacademytrust.co.uk 

Phone number: 

01142 392531 


