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JOB DESCRIPTION
	JOB TITLE:
	Pupil and Family Engagement Officer


	ACADEMY:
	The post holder will be deployed on a daily basis to the Derby hub.


	GRADE:
	Grade 7, SCP 28-32


	RESPONSIBLE TO:
	Trust Executive Leader for Safeguarding, Pupil Development and Wellbeing


	JOB PURPOSE:
	The Pupil and Family Engagement Officer is the expert in supporting pupils and their families to remove barriers and ensuring pupils thrive and achieve excellent outcomes. They will have experience with multi-agency safeguarding work and will improve outcomes for children and families. They have a proven track record in achieving the highest standards of practice in complex casework and will: 
· Provide a first-class service for children and families in order to improve their life chances, removing and/ or mitigating any barriers
·  Ensure that children are kept safe, well and are supported to achieve well and thrive, carrying out targeted direct work with children.
· Work with pupils and families to improve school attendance
· Provide expertise to ensure the needs of children and families are supported and addressed effectively and resources are deployed to meet need.
· Ensure that appropriate resources are available to all children and
       families in allocated Academies within the regional hub.
· Within the safeguarding remit, lead and represent the team in working groups set up to raise the quality of practice and improve the effectiveness of the provision.
· Ensure implementation of policies, systems and strategies to ensure the safeguarding and welfare of pupils, especially those related to child protection.
· Act as Attendance Officer and support the senior attendance champion in taking the lead in matters relating to improving attendance and punctuality.
· Act as Deputy Designated Safeguarding Lead (DDSL)
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	To work under the direction of the leadership team, including senior leaders, and the Head of Safeguarding and Family Support, to;

	Manage Referrals

	· 
	Take the lead to safeguard and promote the welfare of vulnerable children whilst effectively managing risk.

	· 
	Act as the Deputy Designated Safeguarding Lead for the Academy, ensuring compliance with the DDSL expectations as per the most up to date KCSIE

	· 
	Refer cases of suspected abuse to the LA children’s social care team as required and support other staff involved in this.

	· 
	Refer cases where a crime may have been committed to the police.

	Work With Others

	· 
	Co-ordinate action in case of child protection issues both within the Academy and with outside agencies.

	· 
	Liaise with the Principal and Trust Executive Leader for Safeguarding (where appropriate) to inform them of issues, especially under section 47 and police investigations.

	· 
	Ensure that appropriate staff, including Teachers, Teaching Assistants, Learning Mentors and other identified staff within the academy have sufficient knowledge about the child at risk to support and protect them within the Academy.

	· 
	Build positive and supportive relationships with parents/carers, promoting an open-door approach.

	· 
	Be proactive at an early stage and engage the child’s parents/carers and services in early help assessments/ other support referrals.

	· 
	Attend multi-agency meetings to support the pupil and family

	Undertake and Support Staff Training

	· 
	Keep up to date with latest developments through meeting other safeguarding leads or reading relevant bulletins.

	· 
	Attend and contribute to child protection case conferences and child protection review conferences effectively when required to do so.

	· 
	Ensure that all staff coming into contact with children know what signs to look for that might indicate abuse and know what action they should take to report any concerns.

	· 
	Ensure staff know how they should react and the steps they should take if a child discloses information to them or should they have any concerns regarding other staff members.

	Keep Records

	· 
	Keep detailed, accurate, secure written records of concerns and referrals, including the use of CPOMS. Ensure concerns have appropriate, recorded actions. 

	· 
	Pass on information when the child changes schools as soon as possible - In line with Academy/ Trust policy, following up to date KCSIE expectations.

	· 
	Ensure information sharing is appropriate and is in line with current advice and best practice. 

	· 
	Ensure that CPOMS is kept up to date and cases opened and closed in a timely manner.

	Academy Support

	· 
	Ensure that Safeguarding policies and procedures are known, understood and used appropriately.

	· 
	Provide and coordinate direct work and interventions to support and improve outcomes for children where additional family support is/ has been required.

	· 
	Support with / monitor the writing of reports for multi-agency meetings

	· 
	Link with the Local Safeguarding Children’s Partnership to make sure staff are aware of training opportunities and the latest local policies on safeguarding.

	· 
	Provide termly information to Trust Executive Leader for Safeguarding, including data covering the number of children with additional safeguarding support/ intervention, reportable incidents and the outcomes, and attendance so that this can be effectively monitored.

	· 
	Ensure that all children are aware of who they can talk to if they are worried or have concerns about their safety.

	· 
	Understand and support the Trust/ Academy with regards to the requirements of the Prevent duty and are able to provide advice and support to staff on protecting children from the risk of radicalisation.

	· 
	Support children and families both directly and in conjunction with the Academy team, where issues are more complex.



	KEY TASKS – FAMILY SUPPORT 


	Direct Work with children

	· 
	Plan and carry out programmes of direct work to meet the needs of children with clear criteria and outcome measures for positive impact.

	· 
	Ensure that parents/ carers, relevant academy staff and the DSL are kept up to date with the direct work and the review of this.

	· 
	Ensure that direct work is provided for children addressing their needs in order to remove barriers they may be facing and make a positive improvement for children.

	· 
	Record all direct work and actions from these sessions.

	· 
	Discuss the impact of programmes of direct work with other safeguarding staff in the Academy to determine when direct work can stop, be paused or continued and why.

	Family Support

	· 
	Manage the performance of other appropriate staff across the key Academies and allocate key tasks/ actions as appropriate.

	· 
	Manage caseloads with the support of academy Principals and the Inclusion Team Leaders in accordance with policies and procedures, applying a multidisciplinary approach.

	· 
	Ensure up-to-date and accurate case recording with actions updated when required for all cases.

	· 
	Monitor, evaluate and review the impact of support and guidance provided for pupils and their families.

	· 
	Participate in Trust wide projects which have implications on the Family Support Team and ways of working.

	· 
	Establish and develop collaborative working with social care professionals, health partners and other relevant organisations.

	· 
	Build and sustain effective working arrangements with the Key Academies, other partners agencies, as appropriate.

	· 
	Keep up-to-date with research, develop and disseminate greater understanding of evidence-based practice, providing professional assistance and guidance to colleagues within the team and other agencies.

	· 
	Utilise appropriate information and communication technology to ensure the provision of prompt and efficient services and information to service users, partner agencies and other stakeholders.

	· 
	Support the management and improvement of individual and team performance through case / practice monitoring, file audits and the allocation of training / professional development.



	KEY TASKS – ATTENDANCE


	Act as the allocated academies’ attendance officer, leading and supporting the improvement of attendance for all key groups in conjunction with the Senior Attendance Champion;

	· 
	To effectively support the academy in improving overall academy attendance and reducing the level of persistent absence in liaison with the Principal / Senior Attendance Champion at the academy/ies.

	· 
	Represent the Safeguarding, Family Support and Attendance Team where appropriate in a variety of settings / meetings.

	· 
	Ensure that attendance/ absence is being effectively and swiftly addressed on a daily basis.

	· 
	To liaise regularly with the Senior Attendance Champion in the Academy to ensure attendance and punctuality are a high priority and actions to bring about improvement are timely and robust.

	· 
	Undertake home visits when children are not in school, and either there is no reason provided or there are concerns about the safety and wellbeing of a child.  

	· 
	To liaise with other agencies to address concerns re attendance -Inclusion and School Attendance Team, Children’s social Care, other relevant agencies.



	KEY TASKS – GENERAL DUTIES


	

	· 
	Participate in relevant training and advisory activities.

	· 
	Maintain personal professional development and standards through training opportunities as appropriate.

	· 
	Participate in the annual appraisal process, setting performance targets and professional development goals, in line with Team Improvement Plans.

	· 
	To ensure that the performance management cycle is carried out effectively for the Academy Support Officer(s), supporting, challenging and reviewing regularly

	· 
	To provide one to one and supervision sessions for Support Officer(s) in Key Academies



	STANDARD DUTIES

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

2. To uphold and promote the values and the ethos of the Academy/Trust.

3. To implement and uphold the policies, procedures and codes of practice of the Academy/Trust, including relating to human resources, customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection. 

4. To take a pro-active approach to health and safety, working with others in the Academy to minimise and mitigate potential hazards and risks, and actively contribute to the security of the Academy, e.g. challenging a stranger on the premises. 

5. To maintain confidentiality and observe the General Data Protection Regulations (GDPR) at all times.

6. To participate and engage with workplace learning and development opportunities to continually improve own performance and that of the team/Academy. 

7. To attend and participate in relevant meetings as appropriate.

8. To undertake any other additional duties commensurate with the grade of the post.  

9. To assist in any local or national emergency.  


	SPECIAL CONDITIONS: Enhanced DBS disclosure with barred list check is required

Ability to move between academies (Own car and business insurance required)
























PERSON SPECIFICATION

Job Title:  Safeguarding, Attendance & Family Support Officer
	Experience, Training and Qualifications
	Essential/Desirable

	Qualifications
	

	Grade A-C in Maths and English (or equivalent experience & skills).
	E

	A qualification in a relevant topic, or at least 2 years’ experience of working with families, pupils, parents and other professionals & agencies.
	E

	Knowledge and Training
	

	Designated Safeguarding Lead Training (within the past 2 years) or willingness to undertake.
	E

	Prevent Awareness Training or willingness to undertake.
	E

	Good working knowledge of appropriate legislation, government guidance, the role of the Local Authority and standards in relation to safeguarding and child/ family support.

	E

	Understanding of the National Attendance guidance and the importance of attendance in improving children’s outcomes.  
	E

	Understanding of the assessment process for early help and statutory intervention, including local criteria for action.
	E

	Understanding and up to date knowledge of the unique risks associated with online safety for school children, including the additional risks to those children with SEN and disabilities (SEND).
	E

	Knowledge of interagency provision which support schools and families.
	E

	Experience
	

	Experience of working within the Keeping Children Safe in Education framework as a DSL / DDSL
	E

	Experience of working together with others, across voluntary and statutory agencies, providing a safeguarding and family support service to children and families
	E

	Experience of providing effective direct pupil and family support work to remove barriers to learning and bring about a positive impact for children 
	E

	Experience of attending child protection case conferences, writing reports, attending core group meetings and child protection review conferences.
	E

	Experience of attending Child in Need meetings, writing reports and Child in Need review meetings
	E

	Experience of completing Early Help Assessments and attending/ leading TAF meetings.
	E

	Experience in using strategies to raise school attendance or a willingness to develop understanding
	E

	Ability to use attendance data for analysis purposes in order to target support/ resources for pupils with low attendance
	E

	Experience of Line Management.
	D

	Qualities
	

	Are alert to the specific needs of children in need, those with special educational needs and young carers.
	E

	An ability to demand high standards.  
	E

	Work independently and as a team player.  

	E

	An ability to develop and sustain good working relations with pupils, staff and service users.  
The ability to meet deadlines.  The ability to meet deadlines.  
	E

	The ability to meet deadlines.  
	E

	Good ICT skills.  
 
	E

	Ability to identify appropriate interventions and commission relevant services, taking into account racial, cultural and religious factors.  
 
	E

	Committed to continuing personal professional development 
	E

	Able to maintain issues of confidentiality within the working environment 
	E

	Good organisational and personal management skills.
	E

	Ability to transfer fundamental family support skills from one service user group to another.
	E

	Ability to take responsibility for personal professional practice and development and to apply the family support and safeguarding process in practice.
	E

	Willing to travel to locations and sites within the Trust’s portfolio of Academies.
	E

	Requirement to work flexibly to meet the demands of the post including some evening and weekend work.
	E



NB. - Any candidate with a disability who meets the
essential criteria will be guaranteed an interview
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