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JOB DESCRIPTION
Job Title:

Family Support Worker
NJC Spine points: 
23-25

Responsible to: 
School Business Manager/Designated Safeguarding Lead
Responsible for staff: 
None


Job Purpose
As part of this role, you will ensure that pupil attendance is sustained at the highest level ensuring that all processes, procedures and policies are followed at all times. This will ensure the delivery and the best possible service to all stakeholders to facilitate efficient and effective service and teaching and learning across the school. This will be overseen by the School Business Manager. 
As the Family Support Worker, you will be the main and first point of contact for the majority of parents and as such are pivotal in projecting the schools positive, welcoming ethos and values., You must demonstrate exemplary customer service and a can-do approach to both internal and external customers. 

To act as a key contact for parents/carers to support their contact with school and outside agencies, e.g., social services, and the wider community, breaking down barriers to progress and attainment.  The role will involve home visits, either planned or adhoc where pupils are not attending the school.
To support the Safeguarding work of the school through directed work from the Designated Safeguarding Lead. 
Key External Contacts
Parents, carers, External Agencies, Local Authority, Schools & Other Providers

Key Internal Contacts

Headteacher, Designated Safeguarding Lead, School Business Manager, teaching and support staff, pupils.
Duties and Responsibilities
1. Deliver a successful system of pastoral welfare for pupils in the school.
2. Maintain computerised records for pupil absence and any follow up required, as per policy.
3. To support children and families where there are social barriers to accessing education or to the children maintaining health and wellbeing.
4. Assessing families to determine need.
5. To support parents/carers in contributing towards their child’s EHC plans and reviews.
6. To write Early Help referrals in order to move the work with parents forward in a cohesive manner, appropriate to the needs identified.
7. To be a member of the school safeguarding team, acting as point of contact for staff throughout the school, pupils, families and carers.
8. To participate in internal safeguarding multi-professionals meetings with Safeguarding Leads, Senior Managers and other staff. Attendance to external meetings may be required.
9. To formulate plans, with success criteria for all clients to be worked with, whether as individuals or groups

10. To make home visits in order to further assess or to move a family forward with their plan.
11. To provide advocacy on behalf of families with a range of agencies as needed

12. To plan, set up, conduct and evaluate a range of workshops and other learning opportunities for children and families. 

13. To prepare written referrals to other services, as necessary for the welfare of the family which are required in order to achieve the plan.
14. To keep detailed records on CPOMS/MyConcern of all work and share such information that is not confidential with other staff where this will further the objectives of the work with the child and/or family.

Pupil Attendance & Welfare

1. To work with staff under the direction of the School Business Manager and pre-determined procedures to record daily attendance information. Ensuring that any pupil absences & late arrivals are recorded accurately and followed up (first day calling, home visits as required)
2. To ensure that a log of daily late arrivals and collections is maintained for the SBM and/or SENCo to follow up.
3. To produce monthly data for the effective monitoring of attendance in the school taking appropriate follow up action with the school’s template letters and pre-determined procedures under the direction of a member of SLT.
4. To ensure that information relating to attendance & welfare is disseminated to the relevant managers/staff in the school. 

5. Ensure any concerns regarding pupil attendance and welfare are reported to the SBM/SENCo during the monthly attendance meeting.
Responsibilities
 
1. To work in accordance with and contribute to the values, culture, ethos, equalities and inclusion policies of the school proactively promoting anti-racist, anti-sexist and anti-discriminatory behaviours in the day-to-day operation of the job.
2. Be aware of and comply with all policies and procedures including those relating to child protection, health, safety and security, confidentiality, equal opportunities and data protection, reporting all concerns to an appropriate person.
3. To take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the immediate working environment.
4. Appreciate and support the role of other professionals.
5. Ensure the development and progression of equality within the sphere of responsibility to this post and the fair and equal treatment of all colleagues, children, parents and visitors. 

6. The above-mentioned duties are neither exclusive nor exhaustive and the post holder may be required to carry out other relevant and/or reasonable duties as directed by their Head Teacher/Line Manager commensurate with the skills, abilities and grade of the post.
Personal & Professional Development

1. Attend and participate in relevant meetings as required.
2. Participate in training, other learning activities and performance development.
3. To actively look for and participate in initiatives and opportunities to promote your own personal & professional development.
Confidentiality and Data Protection

1. To treat all information acquired through employment, both formally and informally, in strict confidence.
2. To be aware of the school’s responsibilities under the Data Protection Act 2018 for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this.
The above-mentioned duties are neither exclusive nor exhaustive and the post holder may be required to carry out other relevant and/or reasonable duties as directed by their Head Teacher/Line Manager commensurate with the skills, abilities and grade of the post.
To be alert to issues of child protection, ensuring that the welfare and safety of children attending the School/Nursery is promoted and safeguarded and to report any child protection concerns to the person responsible for child protection using safeguarding policies procedures and practice.

Prevent, identify and minimise risk of interpersonal abuse or violence, safeguarding children and other vulnerable people, initiating the management of cases involving actual or potential abuse or violence where needed. 

Be aware of and update colleagues, as appropriate to comply with current legislation and policies affecting practice, e.g., Children’s Act, National Service Frameworks, Child Protection Procedures, Health and Safety and Data Protection. 
Person Specification – Family Support Worker
	JOB REQUIREMENTS
	Essential
	Desirable
	Method of Assessment

I/T/A*

	Qualifications 
	
	
	

	Minimum Level 3 Qualification
	(
	
	A

	A degree in social work
	
	(
	A

	CAF training
	(
	
	A

	Appropriate first aid training
	(
	
	A

	Willingness to receive appropriate training relating to the post
	
	
	

	Experience
	
	
	

	Experience of working with children/young people and their families/carers
	(
	
	A/I

	Experience of working in a school or similar establishment
	(
	
	I/T

	An understanding of Safeguarding in regard to children/young people
	(
	
	A/I

	Experience of working with external agencies and other professionals
	(
	
	A/I

	Knowledge of EHC planning and SEN statement procedures
	
	
	

	Skills, knowledge and understanding
	
	
	

	Ability to build good relationships with students, parents/carers and colleagues both within and external to the school

	(
	
	A

	Good verbal and written communication skills in order to communicate effectively with colleagues, students, parents/carers and other professionals
	(
	
	I

	Able to lead activities with children and adults
	(
	
	A

	A competent user of ICT
	(
	
	A

	Familiarity with Arbor or other information management systems
	
	(
	A

	Good standard of numeracy and literacy skills
	(
	
	I

	Ability to work constructively as part of a team, understanding school roles and responsibilities including own.
	(
	
	I

	Ability to show initiative, think creatively to problem solve and to work independently within constraints set by the line manager
	(
	
	I

	Able to deal effectively with contentious situations with tact and diplomacy
	
	
	

	Able to deal appropriately with confidential information/situations
	(
	
	I

	Ability to absorb, understand and use appropriately a wide range of information
	(
	
	I

	Basic understanding of child development and learning principles
	(
	
	I

	Ability to undertake duties with a professional approach at all times
	(
	
	A

	Excellent organisational skills, with initiative and ability to prioritise own work.
	(
	
	A

	Evidence of commitment to safeguarding and protecting the welfare of children
	(
	
	A/I

	Other Requirements
	
	
	

	A commitment to on-going personal development and willingness to undertake appropriate training 
	(
	
	

	Appointment to the post is subject to a satisfactory enhanced DBS check 
	(
	
	

	This post is exempt from section 4(2) of the Rehabilitation of Offenders Act, 1974, as the duties give you access to persons who are under the age of 18.  Applicants are not entitled to withhold information about convictions, which would be regarded as spent for other purposes.
	(
	
	


*I - Interview 

T – Test/Presentation 

A – Application Form
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