 
		
[image: A blue text on a white background

Description automatically generated]		 [image: A blue square with white letters on it

Description automatically generated] [image: A blue square with a white letter f

Description automatically generated] [image: A white x on a black background

Description automatically generated]
	JOB DESCRIPTION
	ROLE:
	Safeguarding, Attendance and Family Support Assistant

	GRADE:
	E

	BASIS:
	Term Time only

	REPORTING TO:
	Head Teacher



JOB PURPOSE:
The Safeguarding, Attendance and Family Support Assistant, under the direction of the Head Teacher and Safeguarding, Attendance and Family Support Lead, will be responsible for the welfare of pupils and families at The Heights Academy in line with the vision and values of the school and Forward Education Trust
There are key aspects to this role;
· To contribute to supporting the safeguarding needs of the pupils, 
· To join and support the school Safeguarding, Attendance and Family Support Lead in improving attendance across the school by following policies and procedures 
· To liaise with social workers and outside agencies to information share and work together to safeguard children
 
JOB CONTEXT
The pupils in our school have a diagnosis of Autism and an EHCP, they may also have additional needs associated with their Autism such as moderate learning needs and speech, language and communication needs. Some pupils may exhibit some Social, emotion, mental health needs, ADHD, PDA, and ODD. 
To support with the wellbeing and behaviour needs of the pupils in school and support their families.
REPORT TO: Headteacher

RESPONSIBILITIES:
Safeguarding
· To support the Safeguarding, Attendance and Family Support lead to complete and record  on progress and activity around Early Help, CIN and CP needs and work with Vulnerable families
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person 
· To support Safeguarding, Attendance and Family Support lead for the admin and monitoring of safeguarding records within the school’s agreed systems
· To support the Safeguarding, Attendance and Family Support lead to investigate any concerns raised in school about the safety of a child in line with the school’s procedures and national guidance.
· To attend case conferences, CP and CIN meetings with or in the absence of Safeguarding, Attendance and Family Support. 
· To contribute to reports for school leader and local academy councils 
· To support the Safeguarding, Attendance and Family Support to deliver and prepare whole school training on safeguarding.
 
Vulnerable Pupils and Attendance Support 
· Under the direction of the Safeguarding, Attendance and Family Support Lead work with families where needed to support the school in promoting good attendance and punctuality of all pupils, including writing and monitoring of plans to improve individual pupil attendance and liaison with external agencies.
· To support with the monitoring of attendance data across the school in consultation with the school’s SLT
· To support with half term analysis of attendance and identify pupils who are not attending regularly 
· To carry out home visits where necessary 
· To support families to reintegrate pupils back into school 
· To follow the LA’s attendance procedures and work closely with attendance support to provide relevant support for families 
· To provide support with attendance procedures and prosecutions
· To identify pupils and families who would benefit from additional support around attendance
 
Family Support 
· To act as a point of contact along with Safeguarding, Attendance and Family Support Lead in school for families in need of support and establish constructive relationships with parents/carers and communicate as required. 
· To work with the Safeguarding, Attendance and Family Support Lead and the school on early identification of families needing support and take appropriate action including home visits 
· To support with the completion of Early Help Assessment referrals with families in order to assist them in seeking the most appropriate support 
· To maintain regular contact with families of children receiving support to encourage positive family involvement in their child’s learning. 
· To provide information to parents and carers about events happening in their local areas, particularly in relationship to events targeted at pupils with SEND.
 
Liaison with colleagues and External Agencies 
· To provide support to the Safeguarding, Attendance and Family Support Lead to refer when appropriate to other services e.g. cerebra, Resources for Autism etc and the assist families. This will include completing referral paperwork if necessary 
· To support the Safeguarding, Attendance and Family Support Lead to liaise with professionals from external agencies such as Children with Disabilities team, Early Help team, housing, school nursing team and maintain in-school records of this support and liaison
· To support with parent/carers ‘coffee mornings’ and/or parental workshops (remote and in person) on a half termly basis, liaising with other professionals to attend if needed. 
 
Record Keeping and Training 
· Undertake relevant training in order to comply with the requirements of the post
· Participate in arrangements for own further training and professional development
· Maintain up to date knowledge and awareness of current legislation and initiatives related to the role
· Graded 2 profile 
General 
· Carry out other duties as outlined by the Head Teacher pertinent to the post and the needs of the Trust
· Demonstrates that you are an effective professional who challenges and supports all pupils and staff to do their best through being respectful and professional, engaging and motivating families by inspiring trust and confidence
· Contribute to the overall ethos/aims of the school 
· Attend and participate in relevant meetings as required
Other Responsibilities
· Monthly supervision with HT and/or Senior Leadership Team 
· Demonstrate commitment to safeguarding and promoting the welfare of children, young people, and vulnerable adults.
· Carry out your duties with full regard to the Trust’s published employment policies.
· Comply with health and safety policies, organisational statements, and procedures, undertake to report any incidents/accidents/hazards and to take a proactive approach to health and safety matters in order to protect both yourself and others.
· Contribute to the overall aims and ethos of the Trust and establish constructive relationships with the Trust’s schools.
· Always promote the Trust’s co-operative ethical values 
· Any other duties as commensurate with the post.
ANNUAL LEAVE 
This is a term time only post.
REVIEW AND AMENDMENT:
This job description is subject to review at any time with full consultation of the post holder.


PERSON SPECIFICATION
	Criteria
	Essential
	Desirable

	Education, qualification and professional development
	GCSE or equivalent in English and Maths at Grade C or above. 
Qualifications relevant to working with children and young people. 
Excellent written and oral communication skills 
This post holder will require an enhanced DBS Driving licence and access to a car 
	Degree or higher-level qualification relevant to working with children and young people. 
Other educational/professional qualifications, especially linked to SEN, safeguarding or therapeutic intervention
Designated Safeguarding Lead training and/or experience

	Experience, professional skills and knowledge
	Experience of completing Early Help assessments of a child’s needs that identifies needs and informs Intervention 
Able to identify issues that require escalation to the Safeguarding, Attendance and Family Support Lead in line with the School Safeguarding Protocol and the Right Help Right Time guidance to promote and safeguard the welfare of children and their families. 
The ability to follow instructions from the Designated/Deputy Designated Safeguarding Lead and also show initiative and work independently 
To make effective contributions to the team as appropriate 
Ability to establish positive relationships with pupils and their families and empathise with their needs 
The experience of and the ability to deal positively with children and parents
Ability to demonstrate active listening skills Ability to use language and other communication skills that pupils can understand and relate to 
Ability to work within and apply all school policies e.g. behaviour management, child protection, Health and Safety, Equal Opportunities
Experience of working with children with autism in a specialist setting or experience 
Experience working with pupils with social emotional and mental health needs 
Experience of working with children relevant to the cohort and age-range of the school 
Experience of supporting pupils achievement, social, emotional development and well-being 
The ability to liaise confidently with stakeholders, including parents/carers and other professionals. 
Confident in the use of ICT 
Familiar with analysing behaviour data and recognising trends and implementing interventions. 
A good knowledge of relevant management information and recording systems i.e. Bromcom, and CPOMS Knowledge of Safeguarding policies and procedures and how to implement these within a school setting
An understanding of policies and procedures relating to child protection, health, safety and security, confidentiality, and data protection 
The ability to presently confidently and competently at meetings or training sessions 
The ability to use data effectively to monitor, analyse and report on progress 
A willingness to complete any relevant training required 
To participate in development and training opportunities 
Work in ways that promote equality of opportunity, participation, diversity and responsibility
	Experience of working in a trauma-informed / attachment aware setting 
Experience of restorative practice
Experience with the emotion coaching approach
Knowledge of SEN Code of Practice 
Recent Special School experience, preferably within the discipline and/or specialism for the school to which you are applying. 
Ability to use school-based management information system
Awareness of Sandwell Safeguarding procedures 
 

	Personal qualities and attributes
	Recognising the importance of bespoke programmes for individual pupils. 
Investment in all pupils which you work with by building positive relationships with all 
Ability to build positive relationships with stakeholders 
Self- motivation and personal drive to complete tasks to the required standards and timescales 
To be able to work well under pressure and resilient in challenging situations 
To be approachable within a school environment 
To have a good level of communication skills 
The ability to work flexibly when required 
A commitment to school improvement 
Ability to work within a team effectively 
Demonstrate a strong commitment to the ethos of the Schools/ Trust
	Excellent interpersonal and communication skills including the ability to relate well to people on all levels. 
Shows drive, enthusiasm, and commitment in the achievement of objectives 
Collaborative working style


 
 
 
 


This Job Description is not exhaustive, you may, at any time be required to carry out additional duties or responsibilities, which fall reasonably within the remit of this role, or in accordance with operational requirements.
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