[image: image1.png]o The Radclyffe School
P

“Working Together for Excellence”



                                               [image: image2.jpg]




Job Description
Early Help Co-Ordinator and Safeguarding Support
	Purpose:

	To identify opportunities to secure stability and continuity for students both within the school environment and families’ homes.
To offer school support, guidance and practical help to parents.
To liaise with appropriate colleagues and external agencies as necessary to ensure families have the support they need.
To work closely with the school’s Designated Safeguarding Lead (DSL) and the Deputy DSL in support for students requiring extra help or who are suffering or are likely to suffer harm.
To maintain good communication links with the Attendance Team, ensuring that absent students (identified as at risk) are identified and accounted for.

	Reporting to:
	Deputy Designated Safeguarding Lead

	Responsible for:
	None

	Liaising with:
	Attendance Team, students, parents/carers, SLMT, external agencies, school staff

	Enhanced DBS 
	Enhanced Level

	Working Time
	Full time 36 hrs. 40 mins a week, term time only plus 1 day (191 days)

	Salary
	Grade 5, Points 18-23 £31,537 to £34,434 (£26,453 to £29,799 pro rata applied)


	SPECIFIC DUTIES

	1.
	Act as a support worker to a number of children and their families in relation to both their school and their home life

	2.
	Liaise with the Designated Safeguarding Lead (DSL) and the Deputy DSL to identify priority casework and actions

	3.
	Work closely with outside agencies and current social and health support programs to facilitate the help families require including making referrals to appropriate agencies and completing assessments.  E.g. Early help, Social Care, Early Break, CAMHS (Healthy Minds), GPs, Hospital Consultants, School Health, Housing 

	4.
	Be the school contact for staff who wish to raise concerns about student welfare and do visual welfare checks on students causing concern 

	5.
	Support students and their families who have newly arrived in the UK 

	6.
	Undertake visual checks on absent students (child protection /those identified as at risk) to the Attendance Team and inform DSL or Deputy DSL before contacting Social Care / home depending on the circumstances and as agreed, Attendance Watch.

	7.
	Undertake home visits as necessary 

	8.
	Accompany parents/students to medical appointments and other meetings as identified

	9.
	Accompany students requiring school financial support to purchase clothes/uniform

	10.
	Co-ordinate appointments for students receiving counselling 

	11.
	Liaise with school colleagues where roles and support overlap e.g. mentors, SEN 

	12.
	Liaise with primary schools where siblings attend

	13.
	Liaise with the identified Health Worker on any child protection/students at risk health needs 

	14.
	Assist families to access ‘Early Help’ (or other similar Social Care support schemes): explaining the benefits; assessing need; making the referral; working closely with Intensive Case Workers, and attending meetings as required 

	15.
	Complete ‘Early Help’ assessments using the Family Help Toolkit.  Follow up referrals as necessary.

	16.
	Attend Core Groups/Conferences when necessary

	17.
	Attend Child Protection Management Team meetings, update relevant interested parties as a result and maintain records

	18.
	Maintain and update Child Protection records and files on a daily basis

	19.
	Complete referral to Early Break for drug, alcohol and substance misuse.

	20.
	Maintaining accurate records on CPOMS and other duties administrative as required

	21.
	Transport students to home, school, appointments etc. as identified and approved by SLMT

	22.
	Personally deliver key documents as identified and approved by SLMT

	23.
	Undertake other related administrative duties as required

	24.
	Co-ordinate staff Supervision sessions

	25.
	Be a Personal Learning Guide


	GENERAL DUTIES

	26.
	To work with the DSL / Deputy DSL to identify resource needs and to contribute to the efficient / effective use of physical resources

	27.
	To actively promote the school’s policies, procedures and codes of practice, including those relating to Health and Safety, Equal Opportunities, Appraisal etc. 

	28.
	To be a role model and actively promote the school’s Rights Respecting agenda

	29.
	To be an emotionally available adult

	30.
	To understand the importance of inclusion, equality and diversity both when working with students and colleagues and to promote equal opportunities for all

	31.
	To take a proactive approach to health and safety, working with others to minimise and mitigate potential hazards and risks (including safeguarding students) 

	32.
	To maintain confidentiality and observe data protection and associated guidelines where appropriate.

	33.
	To undertake such duties and responsibilities at a similar level as may be agreed with the Head teacher

	This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title.

	Date:  October 2025
	Headteacher:  Mr J Cregg


Person Specification
Early Help Co-Ordinator and Safeguarding Support

	
	Essential / Desirable
	Application/ Interview

	Qualifications

	A*-C (4-9) grade in G.C.S.E. English and Maths or equivalent
	E
	A

	There should be evidence that you are committed to your own professional development in support of school priorities.
	E
	A

	Understanding of Safeguarding and evidence of updated CPD
	E
	A

	Fire Marshal Training
	D
	A

	
Experience

	Experience of working with children (11-16) in an educational setting 
	E
	A/I

	Hosting parental meetings
	E
	A/I

	Engaging with students with a broad range of need
	E
	A/I

	Familiar with the use of technological equipment e.g. video, photocopier;
	E
	A/I

	Liaising effectively with colleagues;
	E
	A/I

	Promoting good progress and outcomes
	E
	A/I

	Leading extra-curricular activities as required
	E
	A

	Putting well developed interpersonal skills to good use. 

	E
	A/I

	Skills and Abilities

	Be adaptable;
	E
	A/I

	Interact with colleagues, students, parents/carers, outside agencies and the community.

	E
	A/I

	Contribute to wider aspects of school life.

	E
	A/I

	Work positively with support staff and other colleagues. 

	E
	A/I

	Work on your own initiative. 

	E
	A/I

	Relate to, and promote, the ethos of the school.
	E
	A/I

	Work flexibly as the workload demands

	E
	A/I

	Excellent attendance record (*)
	E
	A/I
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