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Job Description


	Job Title:

Education Welfare Officer
	Department: Children & Young Peoples
Services



	Division/Section: 

Kingsford
	Job Number: 

	Grade: Scale 6
	Date last updated:

08/06/2012


	EQUALITY AND DIVERSITY

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


Overall Purpose of Job

REPORTING TO:

Member of the Leadership Team in Charge of Attendance

To promote positive attitudes towards Kingsford Community School on the part of students and their parents/carers and so ensure that students are present at Kingsford Community School as to derive maximum benefit from their education.

To take a wider role in the support of students, in line with the Every Child Matters Agenda

Key Tasks and Accountabilities

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the postholder.  This is not an exhaustive list of all tasks that may fall to the postholder and employees will be expected to carry out such other reasonable duties which may be required from time to time.

· To implement, with consultation, a programme of regular monitoring of Kingsford Community School attendance and punctuality. To consult, advise and support senior staff and other Kingsford Community School staff on current attendance, absences and punctuality. To consider a range of actions and alternatives and recommend implementation to the Line Manager.

· To assist the Kingsford Community School in identifying students with problems, assess the underlying causes of poor attendance and punctuality in individual cases and target resources by effective intervention to maximise attendance and improve punctuality. Effective intervention will involve liaison with parents/carers and may involve social services or other agencies to address the specific needs of individual children. It will also involve devising and developing a range of alternative actions to promote attendance.

· To work with the Attendance Leader, Senior Staff, Year Coordinators and tutors in Kingsford Community School to ensure that punctuality continues to improve.

· To visit families alone or invite families into Kingsford Community School, and keep a record of these visits, in order to pursue concerns about attendance and other welfare issues. To formulate during such visits strategies for dealing with the issue, to propose an appropriate strategy to the family and to deal with the consequences.

· To have a working knowledge of relevant legislation which has a significant influence on the functions of the Education Welfare Service. Be able to advise the Head Teacher, students, Kingsford Community School staff and parents/carers on the implications of such legislation and its practical application to schools, students and their parents/carers. The relevant legislation includes The Children Act, The Education Act, and Children and Young Persons Act.

· To provide students and parents/carers with effective advice and support service, employing listening skills in the provision of the above. Liaise between a student’s home and Kingsford Community School, involving other support agencies as appropriate, including social services, educational psychologists, the Tuition Service, medical and counselling service.

· To have an understanding of the relevant aims and practices (including anti-bullying schemes) of the school. To be familiar with the Behaviour Policy for Kingsford Community School so that accurate advice and information can be imparted to parents when visiting homes as the representative of the Kingsford Community School.

· To make enquiries about allegations of bullying by parents/carers and assist in the resolution of any resultant disagreements between the school and parents/carers.

· On a day to day basis, to be knowledgeable about the educational guidelines on child protection in order to advise Kingsford Community School staff and also ensure all child protection issues are dealt with according to laid down Area Child Protection Procedures. The nominated child protection officer and the Education Welfare Officers have responsibility for the decision to process all Education Child Protection referrals to Social Services.
· To represent Kingsford Community School at child protection case conferences convened under the Children Act 1989, where attendance concerns exist. Participate in core group meetings to plan and advise on future action. Implement core group recommendations in the field of attendance and education.

· Advise on issues such as child protection, exclusions and aspects of bullying and other training issues relevant to input b the EWO.

· To assist in the training of Kingsford Community School staff in respect of attendance (including court proceedings and registers/electronic systems)

· To prepare cases of non-school attendance for the attention of the Exclusion, Behaviour and Local Authority panels.

· To prepare and assist under s 444 of the Education Act 1996 cases of non-school attendance for Magistrates Court. Attend and give evidence in court.

· To prepare and assist under s 36 of the Children Act 1989 applications for Education Supervision Orders to the Family Proceedings Court.

· To develop and promote a good working relationship with the local authority staff with responsibilities for attendance

· To have a working knowledge about Special Educational Needs provision, including attending Kingsford Community School INSET, when appropriate.

· To maintain high standards in record keeping, letter writing and report writing for provision to the Exclusion, Behaviour and panels, court and multi-agency forums. To be able to access education computer software to obtain relevant information.

· Effectively maintain lines of communication even in confrontational situations.

· To mediate between Kingsford Community School, parents/carers and students. This would include initiating and participating in meetings to discuss ways of resolving problems which are affecting a child’s attendance.

· To have to make value judgements in circumstances where pursuing legal action would be considered detrimental to the child’s welfare.

· To have an understanding of and ability to work with children from different cultures.

· To assist with the Kingsford Community Schools Behaviour Management Policy.

· To carry out residence checks on behalf of the Kingsford Community School to confirm that a family is resident where they state to be resident.

· To liaise with travelling and refugee families to ensure children access and benefit from education.

· To endorse, uphold and promote the Kingsford Community School’s Equal Opportunity Policy

· To develop communication with the cluster primary staff, who have responsibility for attendance.

· To undertake other relevant duties this may be required from time to time.

· To assist in preparation of regular reports for governors on attendance and punctuality.


Person Specification 

	Job Title:

Education Welfare Officer
	Department:

Children & Young Peoples Service


	Division/Section:

Schools

	Job Number: 

	Grade: 
Scale SO1
	Date last updated:

08/06/2012



	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

 


	CRITERIA


	METHOD OF ASSESSMENT

	EQUALITY AND DIVERSITY

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

	KNOWLEDGE:

Ability to work with children, adolescents, parents/carers


	Application Form



	QUALIFICATIONS:

	Application Form/ Interview/ Certificate/Test (delete as applicable)



	EXPERIENCE:
Experience relevant to the post
Experience of working with confidential matters
Ability to work as part of a team


	Application Form

Application Form / Interview

Application Form / Interview

	SKILLS AND ABILITIES:

Good oral and written presentation skills
Ability to use initiative and to work independently
Ability to use discretion and diplomacy
Ability to be highly productive, work under pressure and meet deadlines

Ability to work with other professionals

Ability to understand and promote equal opportunities within KINGSFORD COMMUNITY SCHOOL
Awareness of the reasons for non-school attendance

Some knowledge of the education system
Some knowledge of the Children Act and Education Legislation


	Application Form/ Interview

Application Form/ Interview

Application Form/ Interview

Application Form/ Interview

Application Form/ Interview

Application Form

Interview

Application Form

Interview



	PERSONAL STYLE AND BEHAVIOUR:


	Application Form/ Interview/ Certificate/Test (delete as applicable)

	OTHER SPECIAL REQUIREMENTS:
(SUCH AS WILLINGNESS/ABILITY TO WORK OUT OF HOURS, DRIVING LICENCE ETC BUT ONLY IF AN ESSENTIAL JOB REQUIREMENT).


	Application Form/ Interview/ Certificate/Test (delete as applicable)


