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Hempstead School Federation
Job Description and Personal Specification
	POSITION:
	Family Liaison Officer TTO 

	REPORTS TO:
	SENDCo

	GRADE:
	C1 (£25183 – £31067) pro rata (£20631-£25452)


1. Purpose of job

· To support more vulnerable pupils and families with access to school, and help address issues with which the school may be able to support at home

· To work alongside the Designated Safeguarding Lead as one of the Deputy Designated Safeguard Leads and to contribute to and support with safeguarding and child protection.
· To take a lead with regards to Early Help referrals and case-management.
· To liaise closely with parents and families in regards to vulnerable pupils to help enable pupils to fulfil their potential in school, supported by home.

· To co-ordinate and manage the day-to-day liaison between the school and other agencies involved with vulnerable children, particularly Children’s Advice and Duty Services (CADS) and Attendance Advisory Practitioner.
· To keep staff fully informed of any issues that may affect children in their care.
2. Principal Accountabilities

· Liaise closely with HT/ SENDCo with regards to individual children and families.

· Liaise regularly with Children’s Advice and Duty Services.
· To attend CHiN, Child Protection and Core Group meetings involving children from the school as appropriate.

· Help manage professionals’ meetings held in school regarding the children.

· Taking a lead with regards to Early Help referrals and case-management.

· Co-ordinate any appropriate intervention to children and families that has been identified during meetings. 
· Be responsible for the communication of child / family issues to be passed to appropriate staff for CP and CHiN children.
· To work with the Designated Safeguarding Lead and to be trained and qualified to the same standard. 

· Regular liaison with the families of children known to Children’s Advice and Duty Services to provide relevant information to the school.
· Share relevant information with Teachers and staff.
· Support in management of Child Protection records.
· Supporting families where attendance has been identified as an issue.
· In conjunction with the Headteacher / DSL make referrals to Children’s Advice and Duty Services when deemed necessary.
· Regular liaison with Family Liaison Officers and Learning Mentors from other settings as required
3. Personal Specification
	Requirement
	Essential
	Desirable

	Qualifications
	Good basic education with competency in literacy and numeracy.

Willingness to undertake further training.

Full driving licence.
	Designated Safeguard Lead or Deputy DSL training

	Experience and attainments.


	Previous experience of working with children and families in the public, private or voluntary sector or working in a similar role. 
Previous experience with inter-agency working – Health / Social Services etc.
	Some experience of working with external agencies, particularly Social Services, this should be as a recent as possible.



	Professional Knowledge Experience and Abilities
	Sound knowledge and understanding of child growth and development.

Knowledge of the parenting needs of children 
Good knowledge of Child Protection issues.

Knowledge of special educational needs.


	Experience of working as part of a safeguarding team/ in a DSL or DDSL role.
ELSA training/ experience


	Personal Skills and Qualities
	Excellent communication, listening and observational skills.

Ability to handle confidential information and material.

Organisational abilities and accurate record keeping skills.

Good interpersonal skills.

Ability to facilitate groups and multi-agency meetings.

Ability to summarise and prioritise lots of different information
	


4. Scope for Impact

· To enable teachers and Teaching Assistants to focus on the educational needs of the children. To provide appropriate actions for the children in school who are experiencing external pressures in their life and help them to gain full access to their education and maximise their learning potential.
· To reduce the number of children on the Child Protection / Child in Need register.

· To impact on attainment and progress of Pupil Premium pupils

5. Job Context

Needs led – dependant on number of children in the school who are known to Children’s Advice and Duty Services either at Child Protection or Child in Need level.
The post holder must have good communications skills to be able to inform, persuade, inspire and motivate pupils and provide feedback to other professionals as required.

The post holder should have excellent interpersonal and communicational skills in order to deal effectively with delicate and confidential issues that they will meet in the course of their duties.

The post holder must work within relevant policies, codes of practice and legislation reporting any concerns to relevant persons
6. Organisation (not line management responsibility)

Headteacher

|





SENDCo and Deputy Head
|

Multi Agency Officers, as necessary
7. Changes Statement

This job description will be regularly reviewed as part of the school’s Performance Management Policy and in line with current requirements.
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