Slade Primary School
Job Description: Family Liaison Officer
	School:
	Slade Primary School

	Grade:
	Kent Range 6
Full-time/Part-time

	Responsible to:
	Deputy Head Teacher


Purpose of the Job:

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 pupils.

Key duties and responsibilities
Parents and Carers:
· Establish and foster good relationships with parents/carers of children at the school and encourage good home / school communication

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

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

· Share information on practical childcare and parenting skills, including meeting the emotional needs of children, consistent discipline, healthy eating and attendance
Attendance:
· To work in conjunction with the Attendance Lead in liaising with parents / carers to identify why children are not achieving good attendance and assist in the implementation of measures to address this
· To liaise with the School Liaison Officer and other outside agencies regarding cases of persistent absenteeism and agree next steps and actions on behalf of the school
· To line manage the school’s Attendance Officer and support with the daily monitoring of attendance registers
· To support the Attendance Lead in the writing, implementation and monitoring for impact of the school’s Attendance Action Plan
Safeguarding:

· To carry out the role and requirements of Designated Safeguarding Lead (DSL) to ensure that the child’s welfare is paramount and any necessary action is taken at the earliest opportunity

· To attend CHiN and Child Protection meetings as and when required and at the direction of the Lead DSL
· To maintain accurate records and share information with colleagues as appropriate and refer on as required, including the uploading of information to CPOMs.
· Act as the Lead professional for the Early Help process, including referrals, as and when required
· To liaise with other agencies supporting families and assist with referrals as appropriate.

· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
Community:
· Encourage parental involvement in the school and its activities and deliver a range of family related activities to promote parental involvement in the school e.g. coffee mornings
· Liaise with and support the links between the school and the Parent Teacher Association (PTA) with a specific focus on uniform provision for the more vulnerable pupils
· To signpost families to sources of advice and guidance within the local community and via other agencies e.g. foodbank, Tonbridge School at Christmas
Medical:

· In Liaison with the Inclusion Leader and in conjunction with the School Health Service, co-ordinate medical examinations and immunisation programmes. Arrange in school appointments with visiting medical/therapeutic practitioners e.g. school nurse
· In conjunction with the School Office and Inclusion Leader oversee the process for administering of all medications, ensuring records are kept in accordance with school policy.

· Liaise with school nurse team regarding implementation and monitoring of care plans.
This job description is provided to assist the job holder to know what their main duties are. It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.

Slade Primary School
Person Specification: Family Liaison Officer
The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS

	· Knowledge and skills equivalent to national qualifications 
level 3
· Mathematics and English GCSE or equivalent at Grade C or above

· IT Literate

	EXPERIENCE


	· Previous experience of working with children and families

in the public, private or voluntary sector
· Previous experience of working in a primary school is desirable


	SKILLS AND ABILITIES


	· Excellent interpersonal skills; ability to communicate, listen and observe effectively
· Ability to work in a team and establish effective working relationships
· Ability to deal with difficult and sensitive situations and manage confidential information
· Ability to manage time effectively and prioritise tasks

· Good organisational abilities and accurate record keeping skills


	KNOWLEDGE


	· Sound knowledge and understanding of child growth and development 
· Knowledge of the social and emotional factors that affect a child’s capacity to learn
· Knowledge of the parenting needs of children

· Knowledge of the education system and the ability to help young people to make the most of it
· Knowledge of barriers to learning and strategies to overcome them
· Demonstrate an understanding of confidentiality and safeguarding / child protection issues in a school setting.



	PERSONAL QUALITIES
	· Confident and self-motivated to work well and be decisive under pressure
· Approachable, empathetic and kind
· Enthusiastic, energetic and creative
· Supportive and encouraging
· Honest
· Resourceful, reflective and able to solve problems
· A sense of humour.





