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	Job Description: 

Early Help Officer
Scale:  S01


 

May 2018



	Postholder reports to: Safeguarding and Pastoral Manager
Purpose of Job:
· Work with parents, carers and students up to the thresholds for social care involvement to improve outcomes for students and families

· Work in partnership with parents to strengthen parental capacity and family relationships and to increase parental engagement in their daughter’s education and wellbeing
· Develop and maintaining supportive and empowering relationships with families founded on mutual respect, trust and the strength of families

· Work with parents to encourage independence and self-reliance and to help them develop a consistent and positive approach to parenting
· To establish and develop a professional service to support the school in promoting positive attitudes to education, raising attendance, investigating persistent absence and improving punctuality

No line management responsibility

Hours of work: 36 hours per week, term time plus 1 week



Key tasks and accountabilities:
EARLY HELP
· To maintain a caseload of students and families providing individual and group support and interventions.
· Through ad hoc discussions and a formal weekly safeguarding case review meeting, keep the Safeguarding and Pastoral Manager appraised of all caseload work and actions taken

· To engage with families using the Early Help Framework of Understand, Plan, Do and Review

· Where appropriate to initiate an Early Help Record with families identifying goals, assessing options and reviewing outcomes

· Support students and families that find it difficult to engage with services such as health, education or housing

· Provide support and information to parents and students at school events such as Open Days, parents evenings, Induction days etc. 
· Attend Inclusion, Team Around the Child and other meetings with professionals as the school’s safeguarding representative
· Maintain accurate and timely records using the school’s electronic safeguarding system
· Produce reports as required for senior leadership and other professionals

· Act as the point of contact for E-Safe alerts, speaking to the student and taking appropriate follow up action

· Undertake Designated Safeguarding Lead training every year and supplement this training by attending relevant CPD to ensure maintenance of up to date knowledge and skills required by the role
· With the other members of the safeguarding team, deliver whole school and new starter safeguarding training

· Along with the Safeguarding Officer, act as the contact person for safeguarding in the absence of the Safeguarding and Pastoral Manager
· Maintain the highest levels of confidentiality and discretion ensuring compliance to data protection at all times
· Maintain a working knowledge of the statutory framework relating to school attendance and be able to offer informed advice to parents, school staff and others

· Hold meetings with parents and students in school or in their own homes to establish the reasons impacting on the attendance of individual students and agree a plan for support and improvement using the Early Help Record Framework

· To be the school link for the administration and organisation of the Headstart team parenting programme.
YEAR 6 TRANSITION AND IN YEAR ADMISSIONS
· Carry out home visits if parents cannot be contacted for In Year pre-admission meetings or during the Year 6 transition process.
· Liaise with other schools to ensure the efficient transfer (in and out) of safeguarding records

· Carry out transition interviews with families who are identified as having Early Help or Safeguarding needs

· Identify any support required to ensure effective transition and work with the Inclusion and year teams to ensure that support is put in place
ADDITIONAL REQUIREMENTS
· To work within the framework of the school ethos, adhering to the Code of Conduct at all times.

· To maintain high standards of professional behaviour and presentation

· To undertake any other duties commensurate with this grade which may be required.

· To participate in necessary training and staff development.

· To take responsibility for Health and Safety in the post holders area of work.

This job description will be reviewed annually.

EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment within the London Borough of Newham.  All employees are expected to understand and promote equality and diversity in the course of their work.

SAFEGUARDING CHILDREN

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and uphold all relevant procedures.

	I have read the Job Description and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.



	Name:


	Signature:

	Date:


	


