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CITY of SHEFFIELD

JOB DESCRIPTION


	DIRECTORATE
	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE

	SERVICE AREA
	KING EDWARD VII SCHOOL

	POST TITLE


	Education Welfare Officer/Student and Family Support Worker

	SALARY RANGE


	Grade 5 Pts 15 to 20 

	RESPONSIBLE TO


	Assistant Headteacher – Inclusion, Safeguarding and Children Looked After

	RESPONSIBLE FOR
	N/A

	PURPOSE OF JOB
	To support children whose education is at risk
To help families improve their children’s access to learning and enable all children and young people to maximise their educational opportunities, especially those vulnerable groups that may need additional support

To support the School in meeting agreed targets


JOB DESCRIPTION FOR POST OF: Education Welfare Officer/Student and Family Support Worker 

SPECIFIC DUTIES AND RESPONSIBILITIES

The post-holder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002 and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.
Main Duties and Responsibilities:
1. To assist in meeting agreed targets and outcomes in the School
2. To identify those students in need of support by reason of their absence from School, family dysfunction, disability, social or emotional needs

3. To give guidance and support to teachers, parents and students in dealing with issues of concern
4. To assist the School to safeguard students through joint work with partner agencies 

5. To assess need, plan interventions, implement effective action to support students and their parents/carers and evaluate outcomes against agreed objectives, whilst involving service users in decisions whenever possible; focus on interventions at phase two and three of the continuum of need

6. To use a range of assessment and intervention strategies to support students and families

7. Identify and follow School and Local Authority procedures regarding children going missing from education

8. Attend and contribute to inclusion and attendance meetings and develop plans to support students with attendance related difficulties

9. Identify those cases that should be referred to the Local Authority for court proceedings or penalty notices; prepare reports and appropriate evidence as required; acting as a witness in a magistrate’s court if required.

10. To focus on Schools responsibilities for students by;

a. Carrying out assessments on appropriate referrals using common assessment or other agreed frameworks with key staff e.g. Key Stage Leaders, pastoral managers, SENCO
b. Implementing the Schools attendance management procedures

c. Undertaking the management of education supervision and parenting orders

d. Supporting parents and students when the exclusion process is implemented

e. Assisting parents/carers to ensure that all students who are not in mainstream School are receiving appropriate programme of education
11. To undertake home visits as part of ongoing work to engage parents/carers in working together to support students

12. To prepare and maintain appropriate case notes and records to enable the production of comprehensive statistics on outcomes of intervention, legal sanctions etc
13. To maintain up to date knowledge and skills in accordance with service specifications and national occupational standards through regular training and performance review

14. To have regard to the agreed referral and assessment pathways published by the Local Authority/Government

15. To have regard in all areas of work to the welfare of the student in any situation where abuse is suspected in accordance with safeguarding procedures. This includes;

a. Providing reports and attend case conferences and reviews

b. Participating in core group meetings

c. Assisting in children protection training of School staff and other agency services

d. Joint casework with other student services including initial assessments

16. To comply with the School’s safeguarding procedures, including regular liaisons with designated safeguarding leads over any safeguarding issues or concerns and the completion of the common assessment framework where necessary

17. To comply with the School’s policies and procedures at all times

Whole School:
· Act as a role model of good practice for other staff and student in the School and implement policies to support the efficient running of the School e.g. professional conduct in pastoral work, in the management of student behaviour and relationships with colleagues both in and outside of School

· Contribute towards additional tasks or strategies related to School improvement plans as appropriate and agreed

· Take part In School events, when appropriate, to promote the work of the School and the role of Education Welfare Officer/Student and Family Support Worker

· Take part in the School’s continuing professional development programme by participating in arrangements for further training and professional development

· Continue personal, professional development in the relevant areas including student and family welfare

· Actively participate in the performance management review process

General:
· To be aware of, and comply with, the School’s policies and procedures relating to safeguarding, child protection, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person
· The above duties are not exclusive and the post-holder may be required to undertake tasks, roles and responsibilities as may be reasonably assigned to them by the Headteacher
· This job description will be kept under review and may be amended via consultation with the individual and the Headteacher; trade union representatives will be welcome to attend any such discussions
Person Specification – Education Welfare Officer/Student and Family Support Worker
	Qualifications
	Essential 
	Desirable

	A relevant Level 3 qualification
	X
	

	Degree level or equivalent
	
	X

	Level 3 Child Safeguarding qualification
	
	X

	Willingness and ability to obtain and/or enhance qualifications and training and development in the post
	X
	

	Experience

	Experience of using an education welfare, social work or counselling approach to work with parents and children
	X
	

	Accurate record keeping
	X
	

	Excellent report writing
	X
	

	Experience of working as an Education Welfare Officer or similar role in the education system and in multi-agency settings
	X
	

	Abilities, Skills and Knowledge

	Knowledge of School systems and pastoral systems
	X
	

	Knowledge of different approaches to working with parents of dissatisfied students
	X
	

	Knowledge of positive approaches to empowering and enabling student and parents/carers to help themselves
	X
	

	Highly developed organisational skills and the ability to prioritise own workload
	X
	

	Excellent negotiating skills
	X
	

	Ability to work individually or as part of a team
	X
	

	Ability to effectively communicate with a wide range of audiences, verbally and in writing
	X
	

	Ability to use standard ICT packages including Microsoft Office
	X
	

	Excellent time management and organisational skills
	X
	

	Resilience and an ability to work in difficult situations, including dealing with conflict
	X
	

	Ability to build effective working relations with all stakeholders, including professionals, students and parents
	X
	

	Ability to undertake assessments and write reports to a high standard
	X
	

	Knowledge of the legislative framework that underpins School attendance and the work of an Education Welfare Officer
	
	X

	Knowledge of safeguarding principles and legislation
	
	X

	Ability to work well under pressure and manage competing deadlines
	
	X

	Ability to relate to students in a sympathetic manner and to recognise potential child safeguarding issues
	X
	

	Understanding of School child safeguarding procedures and commitment to them
	X
	

	Personal Qualities

	A strong commitment to the School’s values and ethos
	X
	

	Commitment to support the School’s agenda for safeguarding and equality and diversity
	X
	

	A flexible approach and strong work ethic
	X
	

	Other

	Satisfactory DBS Check
	X
	

	Full clean Driver’s Licence and use of your own vehicle
	X
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