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Multi-Agency Safeguarding Coordinator


	Department 
	Multi-Agency Safeguarding Coordinator

	Service 
	Children’s Services

	Grade
	G

	Reports to
	CADS Team Manager

	Responsible for 
	N/A

	Job reference
	JE5942



	Job Purpose 

	The Multi-Agency Safeguarding Coordinator will ensure timely and accurate information sharing within the Multi-Agency Safeguarding Hub (MASH), enabling early and effective decision-making to protect vulnerable children and young people. By coordinating between families and professionals, the position supports social workers in gathering and processing critical details so that appropriate safeguarding actions can be taken promptly. This function is essential for delivering the right support from the right agencies at the earliest point of contact.

	Context 

	
We want to ensure every child and young person can thrive within safe, supportive families and communities, guided by our six Pillars of Practice that promote child-centred, outcome-focused approaches. The Multi-Agency Safeguarding Hub (MASH) is the ‘front door’ for safeguarding, bringing professionals together to share information and make early, informed decisions to protect vulnerable children. The Multi-Agency Safeguarding Coordinator supports this process within the Children’s Advice and Duty Team by gathering and managing critical information to enable timely and effective safeguarding actions.



	Accountabilities

	Receive and process safeguarding referrals, ensuring timely and accurate information gathering.  Triage all information, analyse and risk assess to ensure that all contacts are swiftly and accurately processed for authorisation within the set timescales.

	Provide advice, guidance and challenge with relevant partner organisations and Childrens Services colleagues, on appropriate strategies and signposting to support children and their families, thereby ensuring that all possible options are explored before identifying that the correct pathway is Children’s Services. 


	Ensure information sharing is within Data Sharing Protocols and confidentiality and safeguarding policies and with appropriate agencies, to address issues identified at the point of referral. This may also mean sharing information under relevant legislation, where safeguarding issues or criminal activity is suspected. 

	Communicate with families, carers, and professionals to gather and clarify information regarding referrals received. 

	Liaise with partner agencies (police, health, education, housing, etc.) to collect and share relevant safeguarding information.

	Support social workers with initial screening and triage of cases in line with safeguarding procedures.  Prioritise cases according to risk level and escalate appropriately, safeguarding and promoting the welfare of children and young people.

	Uphold professional boundaries and demonstrate empathy, discretion, and resilience when handling sensitive information.

	Assist in preparing reports, summaries, and chronologies for case discussions and decision-making.

	



Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	
Strong administrative and IT skills, including producing reports, accurate data entry and use of case management systems.
Ability to prioritise and manage a caseload effectively, under pressure.
Relevant Safeguarding Qualification or willingness to undertake this training within the first three months. 

Completion of relevant training for the role.
Be able to communicate & influence clearly, appropriately and effectively with members of the public, colleagues, partners, children and their families face to face, verbally, on the telephone and in writing.

Ability to exercise and apply sound judgement when assessing risk and advise appropriate action and initiative within designated areas of responsibility. Demonstrable understanding of the Continuum of Need and factors that determine courses of action.

Ability to identify where and when to take the initiative and act appropriately.

Ability to maintain a flexible and responsive attitude and approach to people and tasks.

Self-motivated with an ability to work independently and as part of a team.

Knowledge of child development from birth to 19 and factors which impede their overall development.

Advanced Excel

Knowledge of support services in Norfolk for children, young people and families.
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	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	
Experience of being part of a multi-disciplinary team and/or multi-agency working.
Experience of undertaking and providing support with an array of administrative tasks.
Ability to work well within a busy and sometimes pressurised environment.
Experience of working in an organisation delivering services to children and families. 

Experience within safeguarding decision-making environments.
Awareness around safeguarding legislation and child protection procedures.
Experience of working with children, young people and families with complex needs that impact on their ability to thrive in adulthood. 
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	Qualifications
	Mandatory (ü)
	Indicative (ü)

	
Educated to at least NVQ Level 3 or equivalent
A minimum of 4 GCSE’s (or equivalent), including Maths and English.
Training/qualification in social care, safeguarding, or child protection.

Experience of determining level of need and if a child is at risk of becoming Children in Need under Section 17 of the Children Act 1989. 
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	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information 

	The service is designed and managed within a locality structure and location, but from time-to-time postholders may be required to assist teams across geographical boundaries.  

The service is required to be flexible and responsive to the needs of children and their families. As a result, staff may be required to work flexibly outside of usual business hours.

The role will involve holding complex and emotionally difficult conversations with partners and families and the impact of this is recognised and employees supported accordingly.

Appointment will be subject to a satisfactory enhanced disclosure and barring service check to assess the suitability of candidates to work with children or other vulnerable groups. 
Appointment will be subject to Police Vetting. 




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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