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Job Description


	POST TITLE:
	Safeguarding, Attendance and Wellbeing Manager

	

	TERMS & TENURE:
	Permanent, 37 hours per week, Term-time only plus 8 Professional Training Days

	

	LINE MANAGER:
	Deputy Head teacher- Student Support and Designated Safeguarding Lead (DSL)
Directly line manages: 

Medical Bay and Wellbeing Supervisor (full time)
Attendance and safeguarding administrators (6-day job share currently)

	
	

	PAY SCALE:
	SO2, SCP26 – SCP28, £37,280 – £39,152 FTE
Pro-rated to £32,023 - £33,631 per annum


	KEY RESPONSIBILITES
1. Attendance Management

· Ensure daily student attendance and punctuality is monitored effectively.

· Ensure first‑day absence calls are completed and that appropriate follow‑up actions are undertaken where concerns arise.

· Conduct and co-ordinate home visits to support students and families as necessary.

· Develop and implement attendance action plans to address persistent absence.

· Manage liaison with external agencies to bring about improved attendance.

2. Safeguarding & Child Protection

· Act as the lead Deputy DSL and a key point of contact for safeguarding concerns.

· Manage CPOMS and other reporting systems, ensuring accurate and timely logging.

· Follow and promote all safeguarding and child protection procedures.

· Work with external agencies, attending safeguarding meetings as required.

· Conduct and co-ordinate work to support vulnerable students

3. Wellbeing & Pastoral Support

· Provide support to students with welfare or pastoral needs.

· Identify at‑risk children and coordinate appropriate interventions.

· Connect families with suitable external agencies for additional support.

4. Data & Reporting

· Analyse attendance patterns and trends to identify strengths and areas of concern.

· Maintain accurate data records for attendance and safeguarding.

· Produce regular reports for the Senior Leadership Team (SLT) and The Academy Standards Committee (ASC).

5. Partnership Working

· Work closely with parents and carers and all stakeholders to support improvements in attendance.

· Provide challenge and support to families where a child’s attendance is a cause for concern.

· Collaborate with teaching, pastoral and support staff to promote student welfare and attendance.

· Liaise with external professionals to coordinate multi‑agency support.

The Safeguarding, Attendance and Wellbeing Officer will support the DSL and wider pastoral team to:

· Ensure safeguarding policies and procedures are implemented effectively.

· Optimise attendance for individuals and groups of pupils.

· Work proactively with external agencies to support the academic, physical, social, moral, mental and cultural development of children.

· Contribute to the planning and implementation of improvement actions.




	DUTIES 
· Manage the wellbeing and safeguarding team, including conducting annual performance reviews, setting objectives, and addressing performance issues promptly.

· Oversee the Attendance and Safeguarding Administrators and the Medical Room Manager, ensuring workloads are effectively prioritised to meet daily, weekly and monthly deadlines.

· Support the DSL in implementing all safeguarding policies and procedures across the Trust.

· Take a lead role, under the direction of the DSL, in delivering the school’s whole school attendance action plan, Attendance Policy and associated procedures.

· Monitor the attendance of identified pupils and track the impact of interventions to improve attendance.

· Work directly with pupils and families whose attendance falls below expected levels to provide meaningful support.

· Collaborate with the pastoral team and the SEND department to support pupils who are severely or persistently absent, helping them re‑engage with education.

· Liaise with external agencies to promote pupil wellbeing and improve attendance outcomes.

· Provide initial safeguarding induction training for all new staff joining the school.

· Work with the DSL to strengthen safeguarding culture and awareness across the school community.

· Support the DSL in monitoring the operational and practical application of safeguarding policies throughout the school.

· Use initiative and sound judgement when problem‑solving at all levels.

· Coordinate and carry out home visits and other interventions designed to maximise pupil attendance, safety and wellbeing.

· Provide clerical and administrative support to the Deputy Headteacher for Student Support and the DSL, including support with referrals, audits, noticeboards, Individual Health Plans (IHPs), and risk assessments.

· Oversee the work of the Attendance and Safeguarding Administrators to ensure safeguarding procedures operate efficiently and effectively.

· Maintain accurate pupil safeguarding and wellbeing chronologies, ensuring high‑quality record‑keeping.

· Monitor the progress of individual attendance and safeguarding cases, ensuring full documentation and timely follow‑up.

· Administer and manage the CPOMS system for the school.

· Use Arbor, Excel, CPOMS and other ICT systems to produce attendance reports, analyse trends and identify patterns to maximise pupil attendance.

· Carry out any additional duties commensurate with the level and responsibilities of the post, as directed by the DSL.

· Oversee and monitor pupils who are dual‑registered or attending Alternative Provision.

	REQUIREMENTS

· Strong working knowledge of Microsoft Office applications and CPOMS.

· Good working knowledge of Arbor MIS.

· Proficiency in using the internet and email for daily tasks.

· Ability to maintain accuracy in data entry despite frequent interruptions.

· Excellent organisational skills, including the ability to prioritise workload effectively.

· Strong communication skills, with the ability to work confidently and professionally with individuals at all levels.

· A courteous, welcoming and positive approach to all duties.

· Commitment to maintaining confidentiality at all times.

· Ability to use initiative and work proactively.

· A solid understanding of safeguarding requirements within a school setting.


	DATA PROTECTION

During the course of employment, the holder of the role will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Regulation and in accordance with the HUET Data Protection Policy.


	OTHER

The post holder will be expected to work constructively as part of a team.

This job description is not necessarily a comprehensive definition of the post.  It will be reviewed from time to time and it may be subject to modification or amendment at any time after consultation with the holder of the post.  


	HEALTH AND SAFETY

The post holder is required to make positive efforts to maintain their own personal safety and that of others by taking reasonable care, carrying out requirements of the law following recognised codes of practice.  The post holder is also required to be aware of and comply with the School’s policies on health and safety.


	COMMITMENTS

Commitment to the community ethos of the school, helping to promote appropriate behaviour and correct uniform wearing when dealing directly with pupils and to Equal Opportunities and Safeguarding.



