
           

HIGHFIELD PRIMARY 

JOB DESCRIPTION 
 
      Name                  Deborah Helme 
 

Job Title  DESIGNATED SAFEGUARDING LEAD 
 

Primary Purpose of the Job  To ensure that all safeguarding procedures and policies are in place and implemented 
effectively 
 
 

Responsible to  The governing body 
 

Principal Responsibilities  Legal responsibility for dealing with safeguarding issues, providing advice and support to 
staff, liaising with the Local Authority, and working with a range of other agencies.  
 

  

 

Areas of Responsibility 
 

Policy and procedure:  

 Act as a champion of the school’s safeguarding policy and procedures by ensuring all staff have access to and 

understand them.  

 Induct new members of staff with regard to the school and Bolton Safeguarding Children Board (BSCB) 

safeguarding policies and procedures  
 Ensure the school safeguarding policy is updated and reviewed annually  

 Ensure parents see copies of the safeguarding policy to avoid potential conflict later  

 Ensure that all staff are aware of their responsibility to challenge behaviour which breaches the Code of 

Conduct  

 
Reporting concerns:  

 Recognise how to identify signs of abuse and when to make a referral  

 Respond appropriately to disclosures or concerns relating to the well-being of a child  

 Refer allegations or cases of suspected abuse to the relevant investigating agencies, ensuring they have 

access to the most relevant up to date information 
 Liaise with the Head Teacher to inform them of any issues and ongoing investigations (if not the head 

teacher)  

 Ensure that relevant, detailed and accurate written records of referrals/concerns are kept and that these are 

stored securely.  

 When pupils move school, ensure their safeguarding file is sent to the new establishment immediately and 

securely  
 

Multi Agency working:  
 Ensure that pupils who are victims of abuse are supported appropriately and sensitively and that all actions 

from planning and intervention meetings are carried out and monitored  

 Attend and contribute effectively to Child In Need meetings, Child Protection conferences, planning and review 

meetings; including those taking place out of normal working hours.  

 Liaise and coordinate with colleagues and outside organisations regarding the Common Assessment 

Framework; acting as Lead Professional as appropriate  
 Ensure that actions resulting from meetings are SMART and that they are carried out in a co-ordinated way; 

making the difference which was anticipated  

 
Training:  

 Ensure all staff have safeguarding induction and frequent updates so that they are able to recognise and 

report any concerns immediately  
 Attend relevant training on an annual basis to reinforce and enhance Safeguarding knowledge and practice  

 Represent the school at Designated Leads meetings and disseminate the information to colleagues  

 

Knowledge and skills:  

 Act as a source of support, advice and expertise within the school  

 Have a working knowledge of how the Bolton Safeguarding Children Board operates  

 Ensure that staff members are following up to date procedures in line with National and Local expectations  

 Act with integrity; maintaining confidentiality at all times 


