Location: Dunster & Porlock Surgeries, Somerset
Salary:  TBC
Working Hours: Monday to Friday, between 09:00 and 17.00 
Contract Type: Full time, 37.5 hours per week
About Us
Dunster & Porlock Surgeries are friendly, forward-thinking GP practices serving our local communities with a strong emphasis on patient care, innovation, and teamwork. We are committed to developing our staff and providing a supportive environment for learning and growth.
The Role
The Safeguarding Officer is responsible for supporting the safe and effective delivery of safeguarding services within the primary care setting. Working in collaboration with the Designated Safeguarding Lead, clinical staff, and external agencies, the Safeguarding Officer ensures that children, young people, and vulnerable adults are protected from harm and that safeguarding policies and procedures are implemented effectively across the organisation.
This workflow position is responsible for optimizing clinical and administrative workflows, supporting care team coordination, managing task flows and ensuring timely communication between patients, clinicians, and administrative staff.
This role is ideal for someone who is highly organized, detail-oriented, and passionate about improving patient care delivery through better systems and processes.


Key Responsibilities for Safeguarding
1. Safeguarding Case Management
· Act as a first point of contact for safeguarding concerns within the practice or PCN.
· Support staff in recognising, responding to, and reporting safeguarding issues in line with national and local policies.
· Maintain accurate and confidential records of safeguarding concerns and actions taken.
· Liaise with relevant external agencies (e.g., social care, police, school nurses) regarding safeguarding referrals and follow-up.
· Attend safeguarding case conferences, strategy meetings, and reviews when required.

2. Policy & Compliance
· Ensure the organisation is compliant with current safeguarding legislation, guidance (e.g., Working Together to Safeguard Children, Care Act), and CQC requirements.
· Support the implementation of effective safeguarding systems and processes within the practice.

3. Information Sharing & Communication
· Facilitate appropriate information sharing between the practice and other agencies involved in safeguarding.
· Ensure safeguarding alerts and flags are accurately recorded in the clinical system.
· Keep staff informed about relevant safeguarding issues, learning, and updates.
4. Governance & Quality Improvement
· Contribute to safeguarding audits, quality improvement projects, and reporting.
· Participate in safeguarding supervision and learning forums.
· Escalate concerns about safeguarding practice or service gaps to the Designated Safeguarding Lead or Clinical Director.
What We’re Looking For
· Excellent communication and interpersonal skills
· High level of IT literacy
· Professional, respectful, and confidential approach
· Willingness to learn and adapt in a busy healthcare setting
· Ability to work well in a team and independently

Key Responsibilities:
· Workflow Optimization:
Analyze, design, and implement workflows to improve efficiency, reduce delays, and enhance quality of care in collaboration with clinicians and administrative staff.
· Task Management:
Monitor and manage task inboxes (e.g., test results, referrals, patient messages) ensuring timely and accurate processing and delegation.
· Care Coordination Support:
Assist in coordinating care across teams (e.g., scheduling follow-ups, tracking referrals, supporting chronic disease management workflows).
· Documentation & Standard Operating Procedures (SOPs):
Develop and maintain workflow documentation and ensure consistent adherence to SOPs across the team.
· EHR Optimization:
Work closely with clinical and IT teams to improve the use of the electronic health record (EHR) for task management, documentation templates, and reporting.
· Quality & Compliance:
Support adherence to quality metrics (e.g., QOF, PCN targets, preventive screenings) through systematic workflows and population health tools.
· Training & Support:
Train new staff on workflows and systems; serve as a resource for questions related to process and EHR use.


