Job Description


	Job Title:  
Family Support Co-ordinator

	Department: 


	Division/Section:

Salisbury School
	Job Number:



	Grade:  Scale 5/6 (under review)
	Date last updated: 

01/09/2024



	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  


Overall Purpose of Job

To identify barriers to learning of pupils and to take part in plans of action to remove that barrier.  To undertake support, encourage and facilitate pupils and parents to take up the learning opportunities that the school offers.  

To be part of the identification and intervention of all pupils and families with Child Protection concerns.  

Person Reports To:
Head Teacher and Deputy Head

Person Supervises:
Senior Admin Assistant
Job Context

Key Tasks and Accountabilities

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the postholder.  This is not an exhaustive list of all tasks that may fall to the postholder and employees will be expected to carry out such other reasonable duties which may be required from time to time.

Attendance and Punctuality:

1. To lead on implanting effective practices in improving attendance and punctuality. 

2. To monitor school action on attendance by:
· Raising attendance and punctuality levels of targeted children
· Liaising with the Early Intervention Team
· Undertake all admission meetings 

· Registers are ‘trawled’ weekly to spot potential difficulties, or patterns of attendance that need following up or addressing

· Meeting with parents/carers to ascertain their difficulties and possible ways of improving attendance and punctuality

· To arrange APH (Attendance Panel Hearing) making parents more accountable

· To present information and attend court as and when the need arises
· Liaise with the senior admin assistant to ensure attendance practices are effective
· Meet with the HT on a regular basis presenting analysis and statistics in relation to attendance and punctuality 

Child Protection:

1. To lead and participate in the comprehensive assessment of all children identified as having CP concerns 
2. To attend all CP meetings on behalf of the school

3. To be a lead DSL alongside the HT

4. To make referrals to the correct agencies in order to safeguard children
5. To develop a 1:1 mentoring relationship with pupils for whom support is judged appropriate

6. To organise appropriate support for pupils from within the school resources e.g. inclusion team, behaviour support
7. To support children’s metal health and wellbeing, by helping them deal with worries and problems
8. To integrate including socialisation of pupils into their classes

9. To attend meetings and liaise with outside agencies using the appropriate communication systems 

10. Ensure looked after children access their right to Education, maintain the PEP and meet with the allocated social worker.

Working with Families:

1. To establish good working relationships with pupils and parents.

2. To maintain regular contact with parents and carers of identified pupils keeping them informed of pupils’ needs and progress and assisting them in forming links with the community.

3. To seek to develop the relationship between the school and the home and the participation of parents/carers in school life and their support for its work.

4. To arrange meetings with parents on an individual basis as appropriate to support the development of parenting skills.

5. To co-ordinate/access training sessions for parents on a range of areas to support their children’s learning.
6. To plan and deliver training for parents/carers e.g. Triple P, making a healthy pack lunch 
7. To provide advice to individual parents/carers in relation to supporting their child’s specific learning needs at home.

8. To sign post parents to appropriate parent support classes

Working with Staff:
1. To attend and contribute to reviews and planning meetings and monitor targets for individual pupils.
2. Ensure the needs of all pupils with medical needs are known to the relevant staff and are being met
3. To take part in in-service training and other meetings as identified and agreed.

4. To work with staff in developing strategies for managing pupil’s behaviour.

5. To liaise effectively with other staff in the school who work with particular groups of pupils e.g. SEN, G & T, EAL etc

Other Responsibilities:

1. To liaise effectively with LA central staff, outside agencies, individuals and schools for the benefit of pupils.

2. To establish and maintain a database of the range of support available to pupils and parents.

3. To undertake administration related to the tasks above including maintaining appropriate IT and paper records and producing analysis.

4. To attend appropriate professional development which enables the post-holder to meet effectively the particular needs of pupils and parents.
5. To take responsibility for won learning and professional learning and professional development and to attend training as required
6. To contribute appropriately to school policies on behaviour management.

7. To undertake such other duties relevant to the purpose of the post and within the grading and competency of the post holder, as reasonably required by the Head Teacher.

_______________________________________________________________

Person Specification

	Job Title:

Family Support Co-ordinator


	Department:



	Division/Section:

Salisbury School

	Job Number:

	Grade: Scale 5/6 (under review)
	Date last updated: 

01/09/2024



	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

 


	CRITERIA


	METHOD OF ASSESSMENT

	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  

	KNOWLEDGE:

Demonstrate an understanding of the place of the school in educating primary pupils and in promoting the spiritual, moral, social and cultural development of pupils from a multicultural community.

Knowledge of Child Protection Legislation and Safeguarding practices 

Demonstrate an understanding of the different approaches needed to support parents and pupils including bilingual English learners and those with special educational needs.
	Application Form/ Interview

Application Form/ Interview

Application Form/ Interview

	QUALIFICATIONS:

GCSE’s in English and Maths grade C or above or equivalent

 NVQ L3 in child care, social care foundation degree or equivalent (desirable)


	Application Form/ Interview/ Test
Application Form



	EXPERIENCE:

Experience of working in a primary school or another setting with children

Able to demonstrate experience of dealing sympathetically and constructively with families (parents).

Able to demonstrate experience of liaising with other agencies e.g. Social Services, MASH
Lead on TAF and TAC meetings
Experience of managing others.


	Application Form/ Interview

Application Form/ Interview

Application Form/ Interview


Application Form/ Interview

Application Form/Interview



	SKILLS AND ABILITIES:

Ability to undertake a wide range of administrative tasks, using set procedures e.g. PEP forms, referral forms

Ability to operate Information Technology systems efficiently and accurately.
Ability to communicate effectively with staff, parents, children and other agencies.

Ability to communicate in a sensitive, polite and understanding manner.

Ability to organise workload and the workload of others.
Ability to work efficiently and to deadlines

Excellent communication and writing skills
Ability to be flexible within the working environment.  
	Application Form/ Interview

Application Form/ Interview

Interview

Interview

Application Form/ Interview

Application Form/ Interview

Interview/Test

Application Form/Interview



	PERSONAL STYLE AND BEHAVIOUR:

Ability to exercise confidentiality and discretion of sensitive matters


	Interview

	OTHER SPECIAL REQUIREMENTS:
An enhanced DBS check to work within a school environment 

Regular safeguarding training (DSL) as outlined in Keeping Children Safe in Education

	Application Form

Application Form


