[image: image1.jpg]CCCCCCC




JOB DESCRIPTION
	Post Title: Education Welfare Officer (CYPIC) ASK  \* MERGEFORMAT 

	Department: Children, Young People & Culture
	Post No: 

	Division/Section: School Attendance Team
	Post Grade: Grade 10

	Location: Any location in the Borough of Bury
	Post Hours: 37 per week  (Normally 8:45 – 5:00pm)
 

	Special Conditions of Service: 
Holidays should be taken during periods of school closure

	Purpose and Objectives of Post: 
The School Attendance Team provides a pupil centred service which ensures young people are able to access the educational opportunities available.  The service provides specialist support, advice and guidance to pupils, families, teachers, schools and other related services. It promotes the development and continuity of the child’s education through establishing and maintaining the link between home, school and the Authority.  This includes the early detection of social exclusion, identifying any underlying reasons for absence from school, formulation and implementation of intervention plans and the use of enforcement processes.

	Accountable to: Strategic Lead SEND, Inclusion and Integrated Youth Support

	Immediately Responsible to: School Attendance Operations Manager

	Immediately Responsible for: None

	Relationships: (Internal and External)
INTERNAL:
Head Teachers, Attendance teams within all schools and Teaching and support staff, YOT Officers, Youth Service, Pupil Learning Centres, Social Care Services, School Health Services and Connexions
EXTERNAL:
Partner agencies including the 3rd sector, parents, carers, young people.

	Control of Resources: 
Mobile telephone

ICT equipment

	Duties/Responsibilities: 

	School Attendance

To liaise with designated school staff regarding children/pupils presenting with attendance problems ensuring they are aware of action being taken to improve attendance.
The provision of an outreach casework service to socially excluded children and young people who do not engage in the educational provision.
To plan and implement action plans through the use of parenting contracts to improve attendance of vulnerable children and young people.
Visit homes and interview parents, advising them of the statutory requirements, local Authority policies and parental responsibilities.
Advise, assist and befriend the young person in order to resolve the problems that inhibit attendance at school.
Prepare warning letters and penalty notices regarding non-attendance.
Escort child/pupil to school where required as part of a re-integration plan.
Compile reports and witness statements for Court proceedings, liaise with the Council’s Solicitor after Executive Director approval, and attend court on behalf of the Authority (Section 4441 and 4441A of Education Act 1996).
Arrange Attendance Planning Meetings and develop parenting contracts where necessary.
Act as supervising officer for parenting orders in attendance cases.
To provide an enhanced first day response to high risk vulnerable children including CYPIC and those who have a child protection plan.
To support the re-integration of excluded pupils back into educational provision
Welfare

To safeguard and promote the welfare of vulnerable children, using Bury Children’s Safeguarding Board Children in Need procedures appropriately.
To make Early Help assessments and initiate referral to appropriate agency if the family is in need of specialist support.
Act as Supervising Officer on behalf of the local authority, to children who are subject to an Education Supervision Order (Section 36 Children Act 1989), or a Voluntary Supervision Order.
Provide advice, guidance and support to schools, pupils and parents regarding exclusion procedures, their respective rights and responsibilities 
Miscellaneous

Maintain accurate and up to date case recording, recording interventions and providing reports as required.  Using the services e-recording systems to record case notes and visits.
To be able to visit children accommodated outside the local authority.
To regularly compile reports regarding attendance and exclusions for children looked after.

	· As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
· Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.

· The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies.

· As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues.

	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)

	Job Description prepared by:
	Sign: 
	Date:

	Agreed correct by Postholder: 
	Sign:
	Date:

	Agreed correct by Supervisor/Manager:
	Sign:
	Date:
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DEPARTMENT FOR CHILDREN, YOUNG PEOPLE & CULTURE

EDUCATION WELFARE OFFICER

	CORE BEHAVIOURS FOR THE POST (Please tick those relevant)

	Commercial Thinking & Analysis
	
	Planning
	

	Customer Service
	(
	Developing Self & Others
	

	Delivering Results
	(
	Teams, Networking & Partnerships
	(

	Values, Ethics & Diversity
	(
	Adapting to Change
	

	Delivering a Quality Service(Continuous Improvement)
	
	
	


	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	NVQ4 in Learning Development & Support Services, Dip. in Social Work or equivalent or a Dip. in Youth and Community Work
	
	(

	Recent experience of working with young people or in a service that provides direct support to families with school age children
	(
	

	Experience of recording, monitoring and analysing data to improve service delivery, and in using reporting mechanisms to ensure outcomes are tracked and measured
	(
	

	Proven ability to balance and prioritise a diverse caseload in an environment of unpredictable and often changing priorities
	(
	

	Understanding of current safeguarding issues with particular reference to child protection and children in need in the context of a School Attendance Team
	(
	

	An understanding of, and ability to support, the needs of young people with problems that affect their attendance at school
	(
	

	Knowledge and understanding of the social, psychological and emotional needs of children and young people
	(
	

	Knowledge and understanding of the role of the School Attendance Team in its broadest context within a Children’s Services Department
	(
	

	Experience of the use of IT systems for recording case notes, information, report writing and making referrals to other agencies
	
	(


CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS

The short-listing criteria listed plus the following:
	ASSESSMENT

METHOD
	CRITERIA

	Interview / Test
	Ability to communicate effectively and clearly with pupils, parents, school staff and professionals from a range of disciplines

	Interview / Test
	Ability to assess need, plan and implement programmes of intervention

	Interview / Test
	Commitment to Equality and Diversity


