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JOB DESCRIPTION

Post:					Family Support and Pastoral Officer 
Responsible to:			Headteacher 
Scale:					Grade 6
JE Reference:			A11514
Hours:				*********************21 hours per week over 3 days (flexibility in working pattern  available)
					

Principle Responsibilities:
· Support young people and their families in accessing multi-agencies, support, advice and guidance.
· Ensure safeguarding thresholds are met
· In conjunction with other colleagues promote excellent attendance and punctuality, monitor attendance effectively, reduce levels of absence for identified groups and work with pupils and families to promote high levels of attendance.
· Leading on fundraising for Green Lane School. 

Safeguarding
· Maintain up to date awareness and knowledge of policies and procedures, through training and network meetings
· Maintain awareness of latest national and local safeguarding developments and new concepts and principles.
· Maintain and promote a positive profile for Green Lane School with external agencies and parents/carers.
· Be responsible for the administration of CPOMS, ensuring it is up-to-date with relevant information in a timely manner
· Generate and retain appropriate reports on CPOMS of the work undertaken
· Respond appropriately to any disclosures or concerns for the wellbeing of the pupils
· Help to support staff in the awareness of safeguarding policies, practices and procedures
· Develop effective relationships with colleagues in school
· Support in the delivery of safeguarding training or information to staff at Green Lane School
· Help to ensure staff are appropriately trained in safeguarding and assist in the record keeping of any safeguarding related staff CPD
· Contribute to Annual Review Meetings as and when required
· Contribute to any safeguarding audits 
· Assist the Designated Safeguarding Lead in staff awareness of Prevent procedures and training
· Assist the Designated Safeguarding Lead in staff awareness of FGM / CSE procedures or referrals
· Maintain a high standard of professional practice both within Green Lane School and with the wider multi-agency environment, including keeping up to date with standards of good practice and local developments for service provision
· Attend, and where necessary coordinate and / or chair multi agency meetings
· Liaise sensitively and effectively with parents/carers as agreed with the Headteacher and lead in feedback sessions/meetings with parents
· Keep the Headteacher informed on all CIC, LAC, CP & CIN issues by attending weekly safeguarding meetings
· Be responsible for maintaining accurate, confidential records including referrals, reports, organisation of meetings and associated phone calls
· Identify any potential vulnerable children / groups within school.  E.g. CIC, LAC, CP, CIN, etc.
· Liaise with the Safeguarding Team to maintain an up to date register of all vulnerable children
· Liaise with other agencies to meet the needs of children
· Complete EHA’s, CAF’s, MARS’s and referrals to outside agencies where required
· Assist in the preparation of Green lane School Safeguarding information leaflets and make sure the information on the website reflects current services
· Provide safeguarding information for the Governing Body meetings

Working with Parents, Pupils and Families
· Be available to parents in order to listen to parental issues, monitor lateness and improve punctuality through being visible at the beginning and the end of the school day
· Refer to other agencies on behalf of parents
· Maintain a caseload of families, providing support and interventions
· Work in partnership with a variety of agencies including education and the voluntary sector, to support families in the local community, with an emphasis on supporting those families that find it difficult to engage with services
· To establish positive and constructive relationships with parents/carers and communicate information as required, actively seeking to engage with the hard to reach families
· Arrange suitable advice, guidance and/or resources for parents/carers to use at home
· Undertake some direct work with parents/carers and pupils at home or and in school
· Help parents/carers to complete forms and paperwork
· Attend the family home for home visits, as and when required
· Work in partnership with parents to encourage independence and self-reliance, and to help them to develop a consistent and positive approach to parenting, aimed at addressing behaviours and overcoming challenges
· Work towards specific goals that improve life chances as agreed with families, creating the conditions that ensure a child-focussed approach to the work that is developed and maintained
· Ensure services are accessible to parents with additional needs, or disabled children and that they are supported to access community services and activities
· Assist in publishing school or outside events, using a variety of means for pupils to be able to access or be engaged with
· Develop a good working knowledge of local resources for families, and enable families to access them as appropriate to their needs.



Behaviour
· Promote good behaviour by dealing with conflict / incidents / casual abuse in line with guidance and encouraging pupils to take responsibility for their own behaviour
· Work in conjunction with the School Behaviour Lead, to support strategies and wellbeing
· Liaise with parents regarding behaviour where required

Attendance 
· Support and promote high levels of attendance and punctuality to allow pupils to achieve their full potential 
· Promote a positive attendance and punctuality culture 
· Be aware of and support the strategic direction and actions detailed in the School Development Plan with key focus on attendance and punctuality 
· Work with identified individual and groups of pupils, using regular attendance checks and contact with parents/carers and pupils to improve levels of attendance 
· Work with colleagues to follow school policy of ‘first day contact’ within the school, ensuring all vulnerable students are included 
· Follow the LA attendance policy and send out letters according to stated procedures 
· Identify pupils who will need support in improving their attendance and work with associated staff on agreed actions/strategies 
· Work with parents/carers and the Local Authority in improving a pupil’s attendance record 
· Undertake home visits, log contact and agreed actions and make regular visits to pupils who are a cause for concern and record discussions/actions/work provision 
· Be responsible for the completion of all related safeguarding attendance referrals as required by the Local Authority and regularly contact for updates 
· Work with colleagues in monitoring the attendance of pupils not in school and any associated corresponding data/letter preparation/follow up administration
Transition
· Support activities around transitions within school and any new pupils joining Green Lane School
· Assist in ensuring a smooth process of transition for vulnerable pupils and families along with the appropriate staff in school
· Co-ordinate and provide support for pupils/students and parents/carers at key transitional points.
· Liaise with appropriate professional agencies, e.g. Social Care in the provision of short term breaks, residential services and extended schools services 

Other Specific Responsibilities
· Support the NHS medical team/school nurse e.g. vaccination process
· Attend parents’ evenings and, in liaison with the senior leaders, organise parent workshops, coffee mornings and training events
· Attend courses and in-service training as required
· Attend staff meetings as directed
· The post holder will be subject to performance objectives agreed annually
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Other
· Notwithstanding the detail in this job description, in accordance with the School's/Council’s Flexibility Policy the job holder will undertake such work as may be determined by the Headteacher/Governing Body from time to time, up to or at a level consistent with the Main Responsibilities of the job
· All responsibilities are delegated on the understanding that the Headteacher will have ultimate responsibility for all areas.  All responsibilities are subject to revision and re-allocation after discussion with the Headteacher
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