Parent Ambassador – Job Description


	Post title
	Parent Ambassador

	Salary and grade:
	

	Line manager/s:
	Member of staff responsible for working with outside agencies, the SLT and headteacher 


Key Objectives:

·   To provide support and advice to the families of Chiltern Wood School maintaining confidence at all times

·   To build relationships with targeted families in order to develop their communication and relationship with school with the aim of supporting pupil progress 

·   To enable parents, carers and their children to access a range of appropriate services and agencies which will enhance and improve their quality of life and support educational progress for SEN pupils 
·   To work directly with families enabling improved communication with the school and school staff providing SEN information 
·   To work with school staff to support the good attendance of pupils

·   To provide opportunities for families to meet and learn within school.

·   To liaise directly with families and other relevant agencies to initiate and support communication and the flow of information around special needs support.  

·   To ensure that relevant information reaches families from school via a range of channels including social media

·   To provide the school and Governors with relevant reports as required

·   To maintain detailed records of work undertaken

Main duties and responsibilities 

·   To work directly with the families and staff of Chiltern Wood School

·   To maintain accurate records with relevant information to be shared at any relevant forum

·   To attend school and non-school based meetings as agreed with the school line manager

·   To organise parent/carer events calendar at school, to include the below.
· To organise, advertise and run a bi annual Transition Fayre 

· To organise, advertise and run a bi annual Professionals fayre 

· To organise and run the weekly Parent Volunteers. 
·  To support the transition process in to school for new families, including home-visits
· To support and empower parents in their application for a range of relevant services providing impartial information on referrals to parents about the school and relevant local services available to children and families
· To have an up to date knowledge of a range of support services etc for special needs children and families. 

· To support individual families as directed by your line manager. 

· To make home visits to support families access the correct support to support SEN families 
·   To work within the guidelines of the school safeguarding policy reporting any issues or concerns directly to a member of the Child Protection Team, or other member of the school leadership team
·   Any additional duties at the discretion of the Headteacher

March 2026

