BROOMHILL BANK SCHOOL

JOB DESCRIPTION
JOB TITLE:  Family Liaison Officer

REPORTING TO:
Pastoral Manager

PRIMARY PLACE OF WORK:  Broomhill Bank School West

SALARY RANGE:  Kent Range 6
EFFECTIVE DATE OF JOB DESCRIPTION:  
	1
	JOB PURPOSE

	
	To engage with parents/carers and families to provide early intervention, support and guidance to increase engagement with the school and improve learning outcomes for students.

To assess, implement and monitor action plans to support individual students educated away from the school site.

To liaise with and undertake referrals to other agencies as appropriate.

	2
	TEACHING AND LEARNING

	2.1
	Manage an appropriate learning environment and learning activities for individuals with a range of barriers to learning. Under the direction of the Pastoral Manager  provide an appropriate alternative curriculum outside the classroom where necessary, facilitating a rapid return to the classroom wherever possible. Enable students and groups of students to make maximum progress towards achieving their targets.


	2.2
	Monitor and evaluate student responses to targeted interventions through a range of assessment and monitoring strategies against pre-determined outcomes.

	2.3


	Communicate very effectively and positively with parents/carers to support their role in their child’s learning and actively promote family engagement and support.

	2.4
	Contribute to the facilitation of excellent behaviour for learning, establishing and maintaining positive relationships with individual students and groups.

	2.5
	Contribute to the overall work/aims of the school and appreciate and support the role of colleagues and other professionals to enable the school to fulfill its development plans.

	2.6
	Promote good student behaviour, dealing promptly with conflict and incidents in line with established policy.  Encourage students to take full responsibility for their own behaviour in order to maintain required standards of discipline and students’ wellbeing, health and safety. 

	2.7
	Work within the Code of Practice relating to Special Educational Needs. 

	3
	RESPONSIBILITIES SPECIFIC TO ROLE

	3.1
	Establish and foster good relationships with parents/carers of children at the school and encourage good home/school communication.

	3.2


	Liaise with teachers and encourage effective dialogue between parents/carers and teachers, regarding their child’s progress.

	3.3
	Provide advice and guidance to parents/carers to reinforce their self-esteem and ability to provide good parenting.

	3.4
	Share information on practical childcare and parenting skills, including meeting the emotional needs of children, consistent discipline, healthy eating and attendance.

	3.5
	To work with parents/carers to identify why children are not achieving good attendance and assist in the transfer of such information to the appropriate departments.

	3.6
	To undertake assessments, develop and monitor actions plans and undertake individual case work with families to support them in addressing issues which might be impacting on their child’s learning.

	3.7
	Encourage parental involvement in the school and its activities and deliver a range of family related activities to promote parental involvement in the school – including liaising with other agencies as appropriate as directed by the Head of School.

	3.8
	To develop and promote partnerships with other agencies, in order to ensure students and families are able to access appropriate supports.

	3.9
	To support individual students and their families following exclusion from school to ensure appropriate strategies are in place to assist their reintegration to the school.

	3.10
	Produce written reports and maintain records to ensure that informed decisions are made regarding the child’s welfare.

	3.11
	Liaise with the school’s child protection officer to ensure that the child’s welfare is paramount and any necessary action is taken at the earliest opportunity.

	3.12
	To supervise and facilitate supervision/team meetings for other staff undertaking parent advisor duties.

	3.13
	Support the transition and induction process for new students to the school including for individuals who have barriers to full attendance. Co ordinate and provide as required off site transition support for students and families. 

	4
	STANDARDS AND QUALITY ASSURANCE

	4.1
	Support the aims and ethos of the school.

	4.2
	Set a good example in terms of presentation, punctuality and attendance and behaviour.

	4.3
	Attend and participate in ‘special’ school events and student performances.

	4.4
	Actively uphold the school’s behaviour code, school rules and uniform regulations.

	4.5
	Participate in staff training with commitment to own Continuous Professional Development and enthusiastic participation in leadership training activities.

	4.6
	Attend team and other school meetings.

	4.7


	Develop links and collaborate with other key stakeholders including Governors, the Local Authority, other schools and the local community.  Development of BBS North and West relations by encouraging staff from both schools to cooperate in whole school activities/events.

	5
	OTHER DUTIES AND RESPONSIBILITIES

	5.1
	Responsible via coaching, mentoring and appraisal for own practice and continuing professional development; identifying training and development needs in line with school policy and maintaining a CPD portfolio reflecting personal and professional achievements.

	5.2
	Share in the corporate responsibility for the well-being and discipline of all students and staff.

	5.3
	Visibly support and uphold the school policies for behaviour management, discipline, bullying and health and safety, and the school’s Equality Duties.

	5.4
	Work within the policies, codes of practice and legislation relating to the school, reporting any concerns to the relevant person.

	5.5
	General involvement in the efficient day-to-day running of the school.

	5.6
	Participate in student Keyworking/mentoring/coaching.

	5.7
	Carry out any other duties as may reasonably be requested by the Executive Headteacher or Governing Body.


The governors are committed to safeguarding and promoting the welfare of children and the successful candidate will therefore be subject to an Enhanced Check with the Disclosure Barring Service.

Broomhill Bank School recognizes diversity and welcomes applications from anyone with relevant qualifications and knowledge.

