

1. PURPOSE OF JOB

Provide support, information and education service to parents of children attending the school and investigate concerns raised by parents, pupils and teachers as agreed by the Head Teacher.  Monitoring Attendance and punctuality.
2. PRINCIPAL ACCOUNTABILITIES

· Establish and foster good relationship with parents/carers of children at the school. Encourage parental involvement in the school and its activities

· Share information on practical childcare and parenting skills, identifying need for support including how to meet the emotional needs of children (e.g. setting boundaries and consistent discipline). 

· To provide impartial information or referrals to parents about the school and relevant local services available to parents, children and families including those provided by education, social care, youth justice, childcare providers, the voluntary sector and others.

· Give close attention to early identification and prevention of absence habits ensuring that informed decisions are made regarding the welfare of the child.

· Work with parents to identify why their children are not achieving full attendance. Ascertain the probable causes of the absences and suggest and assist in the implementation of plans/action to resolve the situation, working closely with school   staff, the child and the child's family.  Work closely with EWOs.  Carry out home visits where appropriate to support parents in encouraging their children to maintain full and regular attendance.

· To oversee Academy admissions and support pupils including during the transition period.

· To support the implementation of the School’s Attendance Policy and review pupil attendance where required.
· Collaborate with school leaders to ensure staff  safeguarding/CP knowledge is highly effective, eg., high quality training/regular tutorial bulletins

· To attend relevant meetings with outside agencies to support parents and represent the school, e.g., CP conference.

· To carry out TAF assessments and attend TAC (Team around the Child) meetings.

· Liaise with members of school staff regarding families/children as necessary and with Parent/carer consent, ensure that the most appropriate action is taken to ensure the   pupil’s good attendance and appropriate behaviour/conduct.
· Keep up to date on the range of agencies working locally in order to maintain knowledge of services that parents might be signposted to.

· Liaise with the school leaders to ensure that the child’s

welfare is paramount and any necessary action is taken at the earliest opportunity
· Produce written reports, keep records and all documentation pertaining to meetings/contact with children and young people and their families in order to ensure that informed decisions are made regarding the child’s welfare.

· Attend support and staff meetings, where appropriate, to continue own professional training and development as targeted through appraisal process.  To attend DSL training every 2 years.

· Become a Designated Safeguarding Leader.  Collaborate with leaders to make measured, accurate and evidence based decisions about further actions.
3. NECESSARY EXPERIENCE

· Good standard of general education (i.e. NVQ level 1 or equivalent) together with good numeracy and literature skills.

· Previous experience (minimum of 1-2 years) of working with children.

· Use basic technology (computer, video, photocopier)

· Knowledge of policies and procedures relating to child protection, health, safety, security, equal opportunities and confidentiality.

· Have the ability to relate well to children and adults, understanding their needs and being able to respond accordingly.

· Good influencing skills to encourage pupils to interact with others and be socially responsible.

4. JOB CONTEXT

· To work effectively with individual pupils, families/parents and other professionals in order to address the needs of children who require additional help in order to achieve their full potential.

· To complement the work of teachers and pastoral staff in schools and work as part of a wider team to ensure pupils’ achievement, attendance and behavioural standards are raised.

· The post holder must work within the relevant policies, codes of practice and legislation reporting any concerns to the relevant person.

· The post holder must have good communications skills to be able to inform, persuade, inspire and motivate pupils and provide feedback to other professionals and parents as required.

· From time to time, any other reasonable task as directed by the Headteacher which falls within the purview of the post.

· This job description is not a legally binding document but provides a framework in which to work.   The purpose of this document is to enhance professional practice and development.

· Copies of all job descriptions are kept in the school office and are reviewed from time to time by the School Governors.
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