
	Role Structure
	Role Details 

	Directorate:
	Children & Young People / HSCP / HSAB

	Grade:
	HC08

	Location:
	Hereford

	Responsible to:
	Safeguarding Partnerships Business Manager


Job Description
Partnership Officer
Herefordshire Safeguarding Children Partnership and Safeguarding Adults Board
	


Main purpose of the role
The purpose of the Partnership Officer role is to work within the Partnership Team to ensure that the statutory functions of the Herefordshire Safeguarding Children Partnership and Safeguarding Adults Board (referred to as the safeguarding partnerships) are delivered in order to influence and develop multi-agency safeguarding arrangements and practice, and improved safeguarding outcomes for Herefordshire’s residents.

You will contribute to the development and delivery of the work programme of the safeguarding partnerships. This will involved coordinating the quality assurance programme of case audits and multi-agency dataset review, supporting learning and development activities including case reviews, preparing reports and papers for partnership subgroups, and working in line with the priorities of the safeguarding partnerships.

This role will focus primarily on supporting the Herefordshire Safeguarding Children Partnership, although you will be required to work collaboratively by supporting the wider team in co-ordinating and facilitating the support for the Herefordshire Safeguarding Adults Board where required. 

You will also provide cover and support within the Partnership Team as required.

Main responsibilities of the role:

· Contribute to the development and maintenance of effective safeguarding partnerships. 
· Undertake identified work streams and projects for the safeguarding partnerships, ensuring that safeguarding objectives are met within set time scales.
· Day to day support of the coordination and delivery of the safeguarding partnerships’ business, including facilitating the work of the subgroups and completing activities in line with the Strategic / Business Plans, associated delivery / work plans and projects.
· Support the Partnership Manager and subgroup Chairs to prepare regular progress reports and the annual report, within statutory requirements.
· To assist in establishing performance management systems and processes including data analysis and a quality assurance programme.
· Collate the qualitative and quantitative data from partners to populate the multi-agency dataset to support robust analysis and provide the Board and Partnerships with assurance of effective safeguarding arrangements and developmental areas.
· Support and plan audit activity for the safeguarding partnership including tabletop reviews, multi-agency case audits and Section 11 self-assessment.
· Ensure learning and analysis from performance and quality assurance activity is integrated into the safeguarding partnership training programmes and informs strategic planning and priority setting.
· Prepare and present information, policies and data reports to relevant services, sub-groups, Boards and partners on safeguarding matters.
· Work closely with a wide range of statutory and non-statutory partner organisations to promote safeguarding of children and adults at risk.
· To provide professional advice to the safeguarding partnerships and sub-groups regarding legislation, statutory guidance and policy. Offering advice, support, and challenge to partners as appropriate.
· To represent the safeguarding partnerships at relevant local, regional and national network events.
· To work with and support partner agencies to establish and deliver effective mechanisms for information and data sharing.
· To be aware of current relevant policies, systems, procedures and best practice to provide advice and support and promote awareness.
· To work as part of a flexible team, ensuring adequate office cover during core times.
· Develop a strong network to facilitate, liaise and co-ordinate activities and projects across the safeguarding partnerships.
· Organise and manage events for the partnerships, working with partners and liaising with stakeholders and members.



	Key Duties and Responsibilities
	Frequency of Task

	· To continuously develop and maintain effective and efficient business processes for the safeguarding partnerships to ensure the provision of timely and accurate data, information and reports.
	Daily




	· To co-ordinate specific time limited projects, analysing local and national information and research and securing and co-ordinating the input needed from a range of external partners, and considering the best option in order to deliver the agreed outcomes.
	As required





	· Support assigned subgroups, working closely with the Chair to set the agenda, track progress of actions, prepare papers and reports
	As required

	· Contribute to the development and maintenance of performance management systems
	Daily

	· Coordinate the multi-agency audit programme
	Quarterly

	· Gather qualitative and quantitative data from partner agencies to collate and present the multi-agency dataset
	Quarterly

	· Contribute to the development of the safeguarding partnerships’ annual review and strategic plan
	Annually

	· Contribute to the development and delivery of training
	As required

	· Co-ordinate, produce and prepare reports for the Boards and subgroups.
	As required

	· Present to a number of multi-agency groups and practitioners.
	As required

	· Work in conjunction with representatives from all agencies and sectors to ensure the achievement of key objectives.
	Daily

	· To seek out funding opportunities and bid on behalf of the safeguarding partnerships
	As required

	· Assist the Partnership Manager in developing and implementing communications plans and any media protocols on behalf of the safeguarding partnership.
	As required

	· Develop, manage and maintain the content of the safeguarding partnership’s website, frequently updating information on current themes, including the uploading of policy and practice guidance.
	As required

	· Support the Partnership Manager with preparations for any external inspection regimes for the safeguarding partnerships
	As required

	· To deal with queries from staff at all levels, Board members, and members of the public as they arise. 
	As required

	· To be responsible for ensuring procedures are followed in regards to working with confidential and highly sensitive information.
	Daily

	· Draft, negotiate, prepare and submit responses to policy development, consultations and other emerging safeguarding issues, and ensure effective implementation of any resulting policy.
	As required

	· To liaise with partners in delivery of the safeguarding partnerships’ performance management framework, data and performance reports and strategic assessments.
	Daily

	· Work with partners to raise awareness of safeguarding and to promote the work of the safeguarding partnerships locally. 
	Daily

	· Attend Partnerships, Board and subgroup meetings providing advice and guidance on legislation, statutory responsibilities, best practice etc.
	As required

	· Support the analysis, reporting and implementation of lessons learnt from case reviews, and audit activity for dissemination across the partnership.
	Daily

	· Support the Partnership Manager to meet statutory requirements and timescales for case reviews and assist in coordinating published reports.
	As required




Other information:
· Disclosure type:  standard
· The post holder will be required to comply with the organisation’s policies and procedures, and to undertake all mandatory training as required. 
· Employees have a duty to safeguard and promote the welfare of children, young people and vulnerable adults. It is an essential requirement that staff are aware of the Herefordshire Safeguarding procedures for sharing information about the welfare of any person for whom they have safeguarding concerns. Staff have a duty to ensure they attend training to enable them to recognise the indicators for concerning behaviour and receive safeguarding supervision as appropriate. 
· All employees must be able to commit to Herefordshire Council’s equality policy and values, treating colleagues and customers with dignity and respect.  All forms of bullying and harassment, and the use of inappropriate language, are unacceptable.
· This Job Description covers the main duties and responsibilities of the job and will be subject to review and amendment, in consultation with the post holder, to meet the changing needs of the organisation.
· Other activities commensurate with this Job Description may from time to time be undertaken by the post holder.
· In order to recruit the best people for our organisation, requests for flexible working arrangements will be considered, and we offer a fully inclusive and accessible recruitment process.
· The organisation has a no smoking policy.  Staff are not permitted to smoke on any of the organisation’s premises nor in any vehicle used on organisation business.






Person Specification

	Requirements
	Essential or   Desirable
	Identified by

A – Application I – Interview

	Qualifications and Training

	· Degree or professional qualification in health, social care, education, community safety or relevant associated subject
	Essential
	A

	· High skill in use of MS Office to include Word, Excel, PowerPoint and Outlook
	Essential
	A

	· A willingness to undertake training to meet the needs of the service and support self-development
	Essential
	A

	· A certificate or qualification in project management, and/or data management and reporting
	Desirable
	A

	Experience & Knowledge

	· Experience and understanding of work in a multi-agency context including the understanding of policies and procedures involved in safeguarding children and vulnerable adults.
	Essential
	A, I

	· Experience and knowledge of the statutory responsibilities of Safeguarding Children Partnerships and Adult Boards, relevant inspection processes, Child Safeguarding Practice Reviews and Safeguarding Adult Review requirements.
	Desirable
	A, I

	· Experience in presentations / training and dissemination of information to professional staff in a multi-agency context
	Essential
	A

	· Experience of work practices and theory in child and adult protection and safeguarding
	Essential
	A, I

	· Experience of quality assurance and performance management
	Essential
	A, I

	· Experience of case reviews
	Desirable
	A, I

	· Experience of learning and development including training facilitation
	Desirable
	A, I

	· Experience of engagement and communication with: children, young people and adults at risk and in need of care support, professionals, families and the public.
	Desirable
	A, I

	Skills and Abilities

	· Ability to work under pressure and adhere to deadlines for task completion.
	Essential
	I

	· Ability to prioritise and manage own workload.
	Essential
	A, I

	· Ability to communicate effectively verbally and in written format
	Essential
	A, I

	· Demonstrate an ability to provide professional guidance and advice to organisations, teams and individual staff in the field of safeguarding.
	Essential
	A, I

	· Ability to work with staff at all levels across partner agencies 
	Essential
	A, I

	· Ability to contribute positively to the development of practice and the maintenance of standards in the safeguarding arena.
	Essential
	A, I

	· Ability to develop and deliver multi agency training
	Desirable
	A

	· Ability to deal with people in a sensitive, respectful and professional way.
	Essential
	I

	· Ability to use tact and diplomacy.
	Essential
	A, I

	· Willingness to continuously improve working practice to improve performance
	Essential
	A, I

	· Ability to view change positively and to encourage a positive attitude in others
	Essential
	

	Other Factors

	· 	Commitment to council’s ethos of equality and inclusion

	Essential
	A, I

	· Commitment to ongoing personal development

	Essential
	A, I

	· Positive attitude to working as a member of a team.

	Essential
	A, I

	· Flexible and positive approach to work and hours in order to meet the needs of the business.

	Essential
	A, I

	· Willingness to work outside office hours if required.
	Desirable
	A, I
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All council staff have a duty to promote the welfare of children, young people, and adults with care and support needs at risk of abuse and neglect who cannot take steps to protect themselves, ensuring you attend mandated safeguarding children and safeguarding adults training to enable you to recognise the concerning behavior, know how to talk about it, and consent/duty to share information effectively. You will also learn about the legalities and procedures for social care staff.



Our Values and Behaviours

The council’s THRIVE core values are our guiding principles and beliefs that shape our culture and behaviour within the council. ​They help us to achieve our Council Plan vision “do our best for Herefordshire” acting as our DNA and the “way that we do things around here”.  We expect all colleagues to act as a role model by living our values and setting an example for others.  ​Our values strive to promote a thriving workforce by fostering a culture of trust, being honest and responsible, inclusive, valuing people and resources and leading with empathy. 

Trust - Developing and maintaining relationships based on a culture of transparency and open communication. Supported by integrity and the confidence that you are reliable and fulfil commitments.
Honesty - Demonstrating truthfulness, integrity, and transparency in all communications, decisions, and relationships. Being trustworthy, reliable, and accountable for your actions. Acting with sincerity and fairness, even in challenging situations.
Responsibility - Taking ownership of individual and collective actions, decisions, and delivering on commitments. Being reliable, fulfilling obligations and being accountable for outcomes and results. Proactively contributing to the achievement of your own, the team and council goals.
Inclusivity - Embracing diversity, equity and inclusion by recognising and valuing the unique perspectives, backgrounds and experiences of our staff, customers and residents. Creating an environment where every individual is valued, respected and can belong.
Value - Upholding high standards, ethics and integrity to guide our actions and decisions. Demonstrating commitment to creating and delivering value in our work by recognising and appreciating each other, our resources, processes, customers, community and environment.
Empathy - Demonstrating a genuine and caring understanding of others' feelings, perspectives, and experiences. Listening attentively, acting with compassion, supporting with respect and kindness and considering the impact of our actions on others.
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