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‘We will endeavour to be a learning community with a culture that promotes excellence, equality and high expectations for pupils, staff, parents and governors.’

JOB DESCRIPTION

Post Title:		Family Liaison Officer/Deputy Safeguarding Lead (including Pupil Inductions)
Grade:			Grade G
Responsible to:	Designated Safeguard Lead 
  Overall purpose: 	To assist in tackling underachievement by working in partnership with families, parents, carers, Local Authorities and pupils on roll at Sharples School, to enable pupils to have full access to educational opportunities and overcome barriers to learning and participation.  This includes monitoring attendance, working closely with the Designated Safeguarding Lead (DSL) and Local Authorities to support parents and carers ensuring their children attend school on time every day.  The role may also include working with other professionals if there are other concerns and attending meetings based on a plan to support the child and family.  The role will include the induction of new pupils to the school.

Areas of Responsibility and Key Tasks:

· To understand the school’s safeguarding policy and support staff to understand their statutory responsibilities
· Contribute to raising achievement by improving school attendance 
· Evaluating and monitoring attendance records 
· Using the school’s data management system to run reports and to record and analyse pupil data
· In consultation with the DSL, to undertake action in accordance with the school’s policies and procedures in relation to attendance issues – 
· To establish the reason for non-attendance, make assessments and agree a plan for facilitating a return to school using appropriate strategies within specified timescales 
· To establish positive working relationships with pupils in school to identify barriers to learning and attendance 
· To promote positive attitudes by pupils and families/carers towards education and to ensure parents/carers are fully aware of their statutory responsibilities 
· To make unsupervised contact with families/carers in their own homes and elsewhere to assess the reasons impacting on the attendance of individual pupils, facilitating their return or access to regular full time education provision 
· To be fully aware of and carry out all work in line with safeguarding procedures.  This may involve attending meetings, such as Early Help, Child in Need, Child Protection or strategy meetings.
· To oversee / support with PEP and LAC reviews.
· To work with identified external professionals/agencies e.g. social workers, CAMHS, SEN departments etc 
· Identifying areas of unmet need within families and accessing available community and other agency support for families 
· Attend and contribute effectively to Early Help, Child in Need, Child Protection or strategy meetings planning and review meetings; including those taking place out of normal working hours.
· To quality assure Early Help assessment and review documents. 
· Support pupils and their parents/carers using the Early Help process and supporting this process by collating information.  
· Acting as the lead professional in early intervention plans, coordinating support as necessary 
· To liaise with and share relevant information with DSL and other members of SLT and to deliver regular updates in staff briefings 
· Attending relevant training courses and appropriate CPD. 
· To work within the philosophy of the school at all times.   
· To have professional integrity and discretion in relation to the overall function of the school, staff and pupil confidentiality. 
· To ensure all individual files and records are kept up to date and maintained on a strictly confidential basis.   
· To promote and facilitate pupils' attendance at school 
· To help establish and maintain positive relationships between school and parents/carers 
· To participate in the evaluation and review of the agreed support in conjunction with other staff 
· To act as Deputy Designated Safeguarding Lead for the school and ensure all training is kept current and valid 
· To maintain record keeping in accordance with the policies and procedures in place in school, including case studies 
· Keep detailed records of contacts with pupils/parents/carers and set up and maintain files 
· Contribute required information for reviews and case studies 
· Provide written reports and assessments 
· Liaise appropriately with other professionals 
· Be familiar with, understand and apply the school's Safeguarding Policy appropriately 
· Liaise with the Designated Safeguarding Lead and safeguarding issues and concerns
· To continue to develop practice through CPD 
· Be familiar with and supporting all staff in following the school’s safeguarding policy.
· Be aware of, and comply with, policies and procedures relating to child protection; health and safety; confidentiality and data protection, reporting all concerns to the appropriate person.

Other:

· Must have a full driving licence
· There may be a requirement for some work during the school holidays.


REVIEW ARRANGEMENTS
The details contained in this Job Description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, Sharples School will expect to revise the Job Description from time to time and will consult with the post holder at the appropriate time.

[bookmark: _Hlk157435203]Prepared/revised by:	 Ms. C. Molyneux, Headteacher, June 2025

Agreed by Postholder: 	Signature: ______________________________	Date: ___________
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PERSON SPECIFICATION

Post: Family Liaison Officer/Deputy Safeguarding Lead (including Pupil Inductions)

	[bookmark: _Hlk157433843]Key Criteria
	Essential
	Desirable
	Method of Assessment

	
Previous Experience
	· At least 2 years’ experience working as a safeguarding lead in a school.
· Experience of working in a busy organisation and dealing with confidential matters.
· Experience of successfully working with young people (of a relevant age).
· Experience of working in an educational environment.
· Experience of using a range of IT packages.
	
· Experience of dealing sensitively with people and resolve conflicts.
· Experience of working in a multicultural school.







	


Application form / interview / references

	
Qualifications and Training
	
· Appropriate DSL Level Qualifications (or willingness to obtain once in post).
· 5 or more GCSEs (or equivalent) at C/4 or better, including English and Maths.

	
· Advanced safeguarding qualifications.
	 
Application form / interview / references

	
Knowledge,  skills and abilities
	· Understanding of equal opportunities issues and the need to treat all students and staff with an equal standard of care.
· Understanding of safeguarding and child protection issues.
· Innovative approaches to working with students, parents and multi-agency partners.
· Understanding of the importance of community /partner/parent agency links.
· Prioritise workload of self and others, balancing different priorities.
· Think creatively and imaginatively to anticipate, identify and solve problems.
· Demonstrate good judgement
· Achieve challenging professional goals.
· Ability to work in a team.
· Ability to communicate effectively, both orally and in written form.
· Evidence of planning and organisational skills.
	
· Willingness to develop own understanding and capability through advice and training.
· Ability to think clearly in emergency situations.
· Ability to negotiate and consult fairly and effectively.
· Ability to interpret and analyse data.
	




Application form / interview / references

	Key Criteria
	Essential 
	Desirable
	Method of Assessment

	
Personal Qualities
	· An excellent record of attendance and punctuality.
· Commitment to learning.
· Resilience and perspective.
· Set high standards and provide a role model for students and staff.
· Seek advice and support when necessary.
· Respect confidentiality.

	
· reliability, integrity and stamina
	



Application form / interview / references

	
Competencies
	
Valuing Diversity 
To accept everyone has a right to their distinct identity.  To treat everyone with dignity and respect and to ensure that what all our customers tell us is valued by reporting it back into the organisation.  To be responsible for promoting and participating in the achievement of the school’s diversity and inclusion policy.
Caring for Customers
 To provide quality support for teaching and learning. To give parents, families and the community the opportunity to comment or complain if they need to. To work with the school community and do what needs to be done to meet their needs. To inform your manager about what the school community say in relation to the school/setting.
Developing Yourself and Supporting Others 
To make every effort to access development opportunities and ensure you spend time with your manager identifying your development needs through your professional development plan. To be ready to share learning with others.
Health and Safety
To operate safely within the workplace with regard to Health and Safety legislation.
Confidentiality
An acknowledgement of the need to maintain confidentiality at all times and to become aware of the National, Council and school policies on Confidentiality, and the management and sharing of information.
Energy Efficiency
To promote energy efficiency throughout the workplace and within own area of activity.

	
	



Application / Interview
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