
 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  



 
  

Job Title Designated Safeguarding Lead 

Job Holder  

Responsible to: Assistant Director (Compliance) 

Responsible for: Safeguarding 

Hours: 35hours worked flexibly including evenings and weekends as 
required 

Salary Band: £25,000 - £27,000  

 
Main Duties: 1. Drive safeguarding standards across the Group of Companies 

and outreach sites acting as a central point for all safeguarding 
related matters.  
 
2. Ensure the Foundation of Light and Group of Companies 
provides a fit for purpose safeguarding provision for children and 
adults however and wherever they access services and/or 
premises 
 
3. Working in collaboration with the full range of staff, volunteers, 
and stakeholders to drive the safeguarding function, improve 
quality and reporting, support accountability and raise the 
organisations external safeguarding profile. 
 

 
1. Responsible for safeguarding practices across the Group of Companies 

 

 

• Develop and implement a safeguarding framework that promotes and protects the 
rights of children, young people and adults at risk who come into contact with the 
Foundation of Light and Group of Companies 

• Ensure that all operations are compliant with relevant legislative and regulatory 
requirements (statutory and non-statutory), update Safeguarding Policy, procedures 
and practices and manage safeguarding audits and reviews liaising with internal and 
external auditors.  

• Contribute centrally to the development of an enhanced culture of safety with 
learners, participants, staff and volunteers feeling safe and adopting safe practices. 

• Investigate concerns that directly relate to the wellbeing of participants, staff or 
volunteers and risk assess to determine the next course of action. 

• Increase visibility and awareness of safeguarding through a calendar of 
safeguarding campaigns, utilising internal and external stakeholders to manage and 
deliver activities.  

• Generate opportunities where voices of children, young people and adults at risk 
exist and other stakeholders are heard in decisions that affect them. 

• Liaise with the Assistant Director (Compliance) to keep them informed of any 
safeguarding issues especially ongoing enquiries, referrals, and police 
investigations 

 

 



  

2. Provide a fit for purpose safeguarding provision 
 

• Provide specialist advice and support to staff and volunteers ensuring awareness, 
understanding and application of safeguarding principles, policies, procedures, 
regulations and practice. 

• Disseminate information to staff and volunteers through a diverse range of methods 
including electronic and verbal updates, written documentation and delivery of 
training and awareness sessions. 

• Communicate effectively with all staff and volunteers to ensure that children, young 
people and adults at risk are well cared for and appropriate information is shared in 
a timely manner with staff, where appropriate and external agencies 

• Provide regular briefings and updates at staff, departmental and Board/Committee 
meetings to help ensure that everyone is kept up to date on latest policy 
developments and reminded of their responsibilities. 

• Liaise with the Safeguarding Team by providing regular meetings and disseminating 
any new information (including legislation updates and training notes) 

• Design and deliver a relevant annual training framework, including a range of 
mandatory training and bespoke programmes targeted at different groups of staff 
appropriate to their roles. 

• Ensure all members of the workforce understand their obligations in safeguarding 
people at risk and that both formal, informal and wider CPD opportunities are made 
available for all. 

 

 
3. Improve quality and reporting, support accountability and raise the  

organisations external safeguarding profile 
 

 

• Keep detailed, accurate and secure written records of safeguarding and welfare 
concerns, ensuring confidentiality and separation from other records. To include a 
chronology of concerns, referrals, meetings, lessons learnt, phone calls and emails. 

• Timely maintenance of the Safeguarding reporting database ‘My Concern’ ensuring 
that DBS details, and safeguarding training records are kept up to date. 

• Prepare safeguarding monitoring and evaluation reports and Premier League 
Returns 

• Review and update all reporting methods including the risk grid, scorecard and 
dashboards for Safeguarding, ensuring any actions are added to the Action Plan  

• Provide monthly reports to the Senior Leadership Team and Board/Committees 
incorporating information and data to support and inform decision making and 
provide assurance. 

• Keep knowledge and skills up to date via online training, e-bulletins, opportunities to 
network with other DSLs, and attend locally arranged briefings. 

• Link with the Local Safeguarding Partnership Board, to keep up to date with training 
opportunities and the latest local policies. 
 

 



 
  

Other duties: 
 

You will be required to undertake other duties from time to time as required.  

Any potential permanent changes to your role will be discussed, and agreement reached 
prior to being undertaken. You will be notified of any permanent change in writing.  In 
addition to your normal duties, you may be required to undertake additional or other duties 
as necessary to meet the needs of the Foundation of Light. 

 

 
 
Behaviour and professional expectations: 
 

• Maintain working practices in line with Foundation of Light Equality and Diversity, 
Health and Safety and Safeguarding policies, self-awareness of own responsibility 
in these areas  

• Ensure regulatory and legislative requirements are met at all times. 

• Conduct should reflect the Staff Behaviour Policy (Code of Conduct); uphold 
Foundation core values (as shown below) at all times. 

• Maintain the highest level of professionalism and confidentiality. 

• Attend working groups and CPD session as required. 

• Build strong internal relationships. 

• Work in collaboration with colleagues to achieve the end goal. 

• Ensure positive organisational messages and culture are maintained. 

• Contribute to good housekeeping across all Foundation sites and equipment. 

• Follow the laid down policies and procedures at all times. 
 

 
 
E 
All quality, Diversity and Inclusion Statement: individuals will be treated equally and fairly in the application of 

this procedure. All reasonable requests to accommodate requirements in terms of age, disability, gender 
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual 
orientation will be made. 
 
Safeguarding Statement 
We expect all staff, volunteers and partners to share our commitment to maintaining a culture of vigilance, 
and believe that all staff, volunteers and partners have a responsibility to report any concerns about the 
welfare of any child, young person or adult at risk. 

 
Foundation of Light Values: 
Innovative, Passionate, Excellence, Collaborative, Integrity, Agile. 
 
Acceptance of the job description by the Employee: 
 
Signed    ………………………………………….   
 
Print Name   …………………………………………. 
 
Date    ………………………………………….   
 
Last review date:  ………………………………………….   
 
Next review date:  ………………………………………….   

 

 



 
  

PERSONAL SPECIFICATION 
 

 
Requirement 

Essential (E) 
or Desirable 

(D) 

How Assessed 
(CV, Interview, 
Observation) 

Skills and Abilities:  

Demonstrate empathy, communication, listening and 
interpersonal skills when working with 
adults and children 

E I 

Ability to build meaningful, strong relationships with 
stakeholders across all levels 

E I 

Comprehensive experience of case management. E CV 

Proficient IT skills with experience of online systems for 
both data processing and storage including Microsoft 
Office 

E CV 

Expert-level handling of sensitive data in accordance with 
data protection regulations 

E CV 

Administration skills E CV 

Work independently and proactively E I 

Resilient and adaptable to change E I 

Group work facilitation, teamwork and multi-tasking E CV 

Work with conflict and emotionally distressing matters E I 

Confidential, tactful and diplomatic E I 

Produce and develop guidance and resources E CV 

Professionalism – a positive ambassador for the charity E I 

Personal Attributes:  

Trustworthy in dealing with confidential and sensitive 
information 

E I 

Self-motivated, able to use own initiative, confident and 
persistent  

E I 

Commitment to the Foundation of Light’s objectives and 
values  

E I 

Positive and enthusiastic with a can-do attitude and 
problem-solving abilities  

E I 

Punctual and reliable, leads by example E I 

Commitment to personal and professional development E CV 

High aspirations and highest possible standards for 
children and young people 

E I 

Non-judgemental, open-minded attitude E I 

Flexibility in working, and positive approach to change E I 

Able to work in the evenings and at weekends if required E I 

Employs a creative and imaginative approach to working E CV 

Access to good internet at home, and a space to work 
effectively from home if required 

E I 

Current driving licence  E I 

Knowledge and Understanding:  

A professional background in child rights, welfare or 
safeguarding-related work. 

E I 

Legislation, government guidance and national 
frameworks for safeguarding children and adults at risk 

E I 

Role and responsibilities of local key safeguarding 
agencies, including social services and the police 

E I 

Role voluntary organisations have in safeguarding E I 

Working knowledge and understanding of inclusion, 
equality and anti-discrimination legislation, policy and 
practice 

D CV 

Local social services processes for the assessment and E I 



 
  

 
Role voluntary organisations have in safeguarding E I 

Working knowledge and understanding of inclusion, 
equality and anti-discrimination legislation, policy and 
practice 

D CV 

Local social services processes for the assessment and 
referral of safeguarding concerns 

E I 

Sports coaching principles and practice and with 
community cohesion/inclusion projects 

D CV 

The need to work flexible hours to meet the needs 
of the charity 

E I 

Experience:  

Experience of developing, implementing and improving 
safeguarding policies and procedures 

E I 

Experience of conducting or leading investigations of a 
sensitive nature 

E I 

Experience of working with partner agencies including 
discussion of sensitive safeguarding or child protection 
issues 

E I 

Experience of data presentation, analysis, writing reports 
and compiling case file information. 

E I 

Experience of designing and delivering training to groups 
across different levels. 

D I 

Qualifications (or equivalent):  

Relevant qualification and/or substantial experience of 
working with people at risk 

E CV 

Designated Safeguarding Lead Level 2 or above E CV 

Evidence of ongoing professional development in 
safeguarding, welfare, criminal or care sector 

E CV 

First Aid  D CV 
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