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POST:			Assistant Safeguarding Triage Officer

LOCATION:		Heritage House / Agile Worker

REPORTS TO:		Safeguarding Triage Officer		


	
PRINCIPAL DUTIES & REPONSIBILITES


To provide high-quality administrative and triage support across the safeguarding service, ensuring timely and effective handling of safeguarding concerns. The role supports the whole service, including coordination with multi-agency partners and internal teams, and contributes to the smooth running of safeguarding processes including MARAC, MAPPA, MATAC, and low-level concerns.
KEY RESPONSIBILITIES
Triage & Enquiries Support
· Receive, log, and triage safeguarding referrals, including low-level concerns.
· Supporting colleagues to undertake face to face visits with ‘Adults at Risk’
· Gather further information from providers, police, hospitals, and other relevant agencies to support initial risk assessment.
· Escalate concerns appropriately and ensure timely handover to Safeguarding Practitioners.
Multi-Agency Coordination
· Provide administrative support for multi-agency safeguarding processes including:-
· MARAC (Multi-Agency Risk Assessment Conference)
· MAPPA (Multi-Agency Public Protection Arrangements)
· MATAC (Multi-Agency Tasking and Coordination)
· Liaise with external agencies such as Police, ICB, CQC, and third-party organisations to chase updates and respond to enquiries.
Administration

· Maintain an effective, accurate and up to date filing and record system using secure case management systems.  Ensure files and client records are stored in and used in accordance with the Focus Confidentiality Policy, Data Protection and Caldicott Guielines.  
· Arrange and support Strategy Meetings, including:
· Coordinating attendance and documentation.
· Minute-taking and distribution of accurate records.
· Ensuring follow-up actions are tracked and completed.
· Respond to information requests from third-party agencies in line with data protection and safeguarding protocols.
· Support internal audits and reporting requirements.

Performance Management

· To assist the Safeguarding Triage Officer to develop, manage and maintain internal systems, processes and procedures, which aid the collation of robust performance information; pursue information as required from staff and partner organisations; check accuracy and data quality, undertaken statistical analysis and produce reports as and when required.
· To assist the Safeguarding Team to maintain data quality on the relevant databases by running reports, correcting errors, identifying any necessary amendments to the system and undertaking system administration functions as necessary.  

Communication 

· Provide an efficient and effective front-line service for the Safeguarding Team.  Dealing with a wide range of enquiries from the public and other staff members, both face to face, over the telephone and by electronic or written communication, ensuring that all enquiries are dealt with in an efficient manner, maintaining confidentiality at all times.  To be able to refer on to appropriate staff, where applicable, which may involve liaison with other departments and outside agencies, and will require effective dissemination of information.  
· To be an ambassador for Focus at all times, representing the organisation positively, professionally and appropriately at meetings with service users, carers, families, other professionals and agencies.  


NB: This job description gives only the principal duties and responsibilities of the post and, therefore, the post holder will be required to undertake various other duties which are implicit in the principal duties and which are commensurate with the post. Focus has the right to modify the Job Description (in accordance with the grade of the post) and modifications will be by mutual consent wherever possible.




PERSONAL RESPONSIBILITIES 

As well as the departmental rules and procedures, which you are required to observe and follow, focus has developed a number of general policies and procedures that apply to your employment.

Whilst focus recognises specific responsibilities fall upon management, it is also the duty of all employees to accept personal responsibility for the practical application of these policies, procedures and standards.  You should familiarise yourself with these, and ensure that you understand and adhere to them.

Particular attention is drawn to:-

Health and Safety
Under the Health & Safety at Work Act 1974 it is the responsibility of individual employees at every level to take care of their own health and safety at work and that of others who may be affected by their acts at work.  This includes co-operating with management in complying with health and safety obligations, particularly by reporting promptly any defects, risks or potential hazards.

Fire Procedure
The post holder must adhere to the Focus Fire Policy, including training attendance.

Equal Opportunities
Focus has policies covering Equal Opportunities and Harassment.  The aim is to ensure that no colleagues, potential employees, patients/clients are harassed, or receive less favourable treatment on the grounds of disability, age, sex, sexual orientation, marital status, race, colour, religion or ethnic/national origin.

Security and Confidentiality
The post holder must adhere to a range of policies, procedures and legislations relevant to security and confidentiality, these include:

· Data Protection Act 2018 and UK GDPR
· Copyright, Designs and Patents Act 1988
· Access to Health Records Act 1990
· Computer Misuse Act 1990
· BS7799 (Information Governance)
· Caldicott
· Document and Records Management
· Mental Health Act

Additionally, all staff are required to attend an annual briefing on Information Governance and Security.

You are required to keep all client information confidential unless disclosure is expressly authorised by your employer. Misuse of or a failure to properly safeguard confidential data will be regarded as a disciplinary offence. 

This job description reflects the current main organisational priorities for the post.  In the context of rapid change taking place within the Health /Social care, these priorities will develop and change in consultation with the postholder in line with service business needs and priorities.

Specific objectives for the postholder will be regularly agreed and reviewed as part of an individual performance process.




PERSON SPECIFICATION


	POST:
	Assistant Safeguarding Triage Officer



	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA
	HOW TESTED

	EDUCATION / QUALIFICATIONS

	· English & Maths GCSE grade A-C or equivalent
· Business Administration qualification equivalent to NVQ Level 4 or willingness to work towards or ability to demonstrate substantial experience in a similar environment.
	· Safeguarding Support Officer (Level 3) Qualification
	

	EXPERIENCE

	· Experience of working in a health or social care setting
· Previous experience of working in an administration environment
· Experience of communicating with a range of people on a wide range of issues
· Experience, and understanding of the confines of working within a confidential environment
· Experience of and ability to use Microsoft Office packages
	· Experience of understanding the needs of the client group
· Experience of working in a Safeguarding Adults Team
	

	SKILLS / ABILITIES

	· Ability to take accurate minutes in a complex and/or highly confidential meetings.
· An effective team member, flexible and committed
· Communication skills, verbal and in writing
· Effective organisational skills and personal self-motivation to achieve targets
· Ability to manage and prioritise own workload appropriately and effectively
· Good standard of IT skills, with accurate and timely recording
· Ability to demonstrate tact and diplomacy with highly confidential and personally sensitive information.  
	
	

	KNOWLEDGE / UNDERSTANDING

	· Has an understanding of and respect for confidentiality in relation to all aspects of work
· Has an understanding and knowledge of administrative processes, systems and procedures
· Has knowledge and understanding of the implications within the Data Protection Act and the importance of consent to share information
	· Knowledge and understanding of the relevant Adult Social Care legislation (with specific reference to Section 42-47 of the Care Act), guidance, regulations, case law, national agendas, strategies and professional best practice.  
· Knowledge and understanding of the Mental Health Act, Mental Capacity Act and Deprivation of Liberty legislation. 
	

	OTHER REQUIREMENTS

	· Ability to transport self across the local area to undertake role.
· Willingness to work flexibly, which may be outside of normal office hours, according to the needs of the service.
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