
Family Liaison Officer

JOB DESCRIPTION
Key Role:
To work under the guidance of the Assistant Head for Inclusion within an agreed system of supervision, to implement agreed work programmes or enable access to learning with individuals/groups and families  in or out of the classroom. This could include those requiring detailed and specialist knowledge in particular areas.
This role requires a high degree of integrity and a full understanding of the confidentiality of the issues with which the role holder will be dealing. This role also requires the role holder to work to the Child Protection guidelines.

Specific Duties and Responsibilities

Family Support
· Work with identified families/parents/carers through use of individual/group support strategies to improve behaviour management skills, increasing their self-esteem, confidence, achievement and attendance at school
· To work directly with children in need and their families in the community in order to promote, strengthen and develop the potential of parents/carers and their children in order to prevent children becoming looked after and/or suffering significant harm. 
· Assist families/parents to access agencies where necessary, ensuring their child fully benefits from the educational opportunities available and enable parents to fully support their children through school
· Encourage parents to attend school events, reviews, parents evening and accompanying parents during school meetings or transfers
· Support pupils in knowing and employing coping strategies to deal with emotions and behaviours
· Develop a shared understanding based on clear expectations of citizenship within the school, local community and world of employment
· Where required, liaise with statutory agencies and ensure they have access to all necessary information. 
· To liaise with Senior Leaders in initiating multi-agency referrals for pupils. 
· To support the care of children where their living arrangements are at risk of breakdown 
· To collate and produce statistical information with regards to safeguarding and pupil groups. 
· To work with identified pupil premium group pupils and their families to narrow the attainment gap. 
· Offer holiday clubs for vulnerable families and liaise with external agencies and charities who offer family activities to develop independence of families.
Accountabilities 
· Attend and participate in Early Help meetings as directed by the Assistant Head (Inclusion), whilst working closely with colleague’s in Children’s Services as required, some of which may take place out of normal working hours. 
· Plan and complete professional assessments of need and risk in respect of parents and carers using the Local Authority procedures for children in need and significant harm. 
· To maintain confidentiality at all times. 
· To liaise and coordinate with colleagues and outside organisations regarding Early Help and to coordinate and monitor all referrals and recommendations with the school. 
· From referrals, develop a register of families and pupils who require support.
· To adhere to the Schools’ policies as outline in the staff handbook.

Curriculum Support
· Support parents to create a learning environment, which encourages the child to do their homework and thereby increase educational attainment and fully focus on and overcome any barriers to learning
· Work with parents where there are cultural issues in relation to the curriculum, to ensure curriculum is adopted where necessary and possible

Pupil Support
· Provide pastoral and personal support to pupils experiencing difficulties in school or at home
· Develop social skills groups to support pupil friendships and social interaction in class
· Record outcomes of interventions with pupils, and following and monitor pupils in order to assess their support needs
· Act an advocate on behalf of pupils, where appropriate

Other support
· Liaise and establish good working relationships with other professional agencies and support bodies, e.g. Education Welfare, Social Services, school medical staff, attending meetings and conferences as appropriate
· Take part in the review of who school policies, e.g. Behaviour, attendance and in the review of the Special Educational Needs provision
· Ensure relevant staff are up to date on issues which may affect a pupil’s learning in school, having regard to confidentiality and sensitivity of issues at all times
· Assist with the induction and transfer of children to the school
Records Maintenance
· Keep comprehensive notes of family meetings/conversations, keeping accurate details of issues raised and any action taken
· Write regular reports to ensure that school are aware of all relevant issues concerning individual pupils
· Keep all records in accordance with Data Protection Act (1998)

General Duties 
· To undertake such other duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job 
· To undertake health and safety duties commensurate with the post and/or as detailed in the school health and safety policy. 
· To work in accordance to the schools equality policy.

Support for the School
· To promote the policies and ethos of the school, e.g. personal and social and to promote positive values, attitudes and good pupil behaviour, dealing promptly with conflict and incidents in line with established policy and encouraging pupils to take responsibility for their own behaviour
· To display pupils work to reflect their achievement
· To be aware of and comply with policies and procedures relating to child protection, health, safety and security and to refer all concerns to the Headteacher, receiving training where necessary from the school
· To treat all information relating to a pupil as strictly confidential, and to be aware of and comply with school policy and practice, receiving training where necessary from the school
· To be a proactive member of the school 
· To participate positively and professionally in effective relationships with team members
· To establish constructive relationships and communicate with other agencies/professionals in liaison with the teacher, to support achievement and progress of pupils
· To undertake planned supervision of pupils’ out of school hours activities
· To attend relevant courses and learning activities in order to update knowledge as required
· To take opportunities to develop own areas of interest and expertise and to use these to advise and support others or to organise specific projects

GENERAL

· The person may be called upon to perform other duties that the Headteacher considers reasonable, that are commensurate with the grading and designation of the post
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