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Overview of Pupil welfare roles within schools
The job descriptions in this section are for pupil welfare roles. The job titles can be changed as the school wishes. The job descriptions provided should be used as templates which you can amend to describe the specific role operating within your school. You may wish to add or remove duties as appropriate. However please note that if the duties added or removed are significant then the grade given may not be appropriate and should be checked with NYES HR (NYES.HR@northyorks.gov.uk) 

The table below provides a brief indication of the sorts of responsibilities required for each grade as a bare minimum, further examples are included in the job descriptions.

	Post 
	Grade
	Description

	Attendance Officer
	D
	Takes a lead role on pupil attendance within the school, establishing reasons and causes of unauthorised absences by communicating with the pupils and their families/carers.  Coordinates absence information and statistics and implements the schools attendance policy to ensure that the attendance targets are met. Works with students who are poor attenders and are disengaged to identify and remove barriers for attendance and develop strategies to encourage them to attend school. Monitors and evaluates the effectiveness of strategies with individual students. Provides advice for students returning after long periods of absence, encouraging them and assists in planning their re-integration.  Develops and maintains effective contact and communications with parents/carers and families, including home visits where appropriate. 

Click here to go to the template Attendance Officer Job Description 

	Attendance and Behaviour Officer 
	E
	In addition to the above, the Attendance and Behaviour Officer has the following duties and responsibilities:

· Works with pupils with behavioural problems to identify reasons for poor attendance and behaviour and develop strategies to remove barriers to performance.  Work within the schools agreed Behaviour & Attendance Policy to anticipate and manage behaviour constructively, promoting self-control and independence.
· Provide ‘time out’ if there is a classroom incident or where a student’s behaviour difficulties lead them to leave the classroom, and monitor the student’s behaviour whilst in their care.
· Organise and manage an appropriate learning environment and resources to provide appropriate educational provision in liaison with subject staff for students temporarily excluded from lessons.
· Maintain regular contact with parents of students with behavioural difficulties to inform them of incidents and identify triggers for poor behaviour.
· Keep records of student’s behaviour and any incidents.

· The post holder would be expected to have knowledge of Behaviour Management techniques and behaviour intervention strategies and be able to provide challenge and encouragement to the pupils to persuade them to learn.
Click here to go to the template Attendance and Behaviour Officer Job Description

	

	Learning Mentor
	E
	· Works on a one to one or small group basis with the more challenging students who are having performance, attendance or behavioural issues that are affecting their learning, to help them overcome the barriers to learning and improve their education.   Works in the classroom adapting the activities to meet the individual’s needs as assessed.
· Provides input to the identification of needs, assessing those pupils needing extra support and the development, implementation and review of individual action plans for targeted pupils.
· Listen to and help pupils identify and resolve a range of issues that are creating barriers to learning and challenge and motivate pupils, promoting and reinforcing self-esteem and confidence building.
· Support pupils access to out of school facilities and study support.
· Provide objective and accurate feedback and reports on the pupils achievements, progress and other matters.
· Assist pupils to make successful transfers between educational establishments and transitions at key stages of their lives. 

Click here to go to the template Learning Mentor Job Description

	Senior Learning Mentor
	F
	In addition to the above, the Senior Learning Mentor will have the additional duties and responsibilities:
· Higher level of interpersonal communication skills and initiative required to support the development of partnerships with external agencies/organisations to set up resources/initiatives to help address barriers to learning.

· May undertake home visits to secure positive family support and provision of advice as deemed necessary.
· Work with parents/carers to help address poor performance, attendance and/or behavioural issues, including creative solutions where appropriate. 
· Creates and amends actions plans depending on the pupil’s individual progress and needs
· Produces reports and evaluations as required. 
· Requires a level 4 qualification in a relevant field (or willingness to undertake) and advanced knowledge and skills to carry out assessments 

Click here to go to the template Senior Learning Mentor Job Description

	

	Pastoral Support Officer
	F
	· Leads on pastoral support to pupils, providing advice and guidance and implementing agreed plans to encourage learning and overcome barriers to learning.
· Works with teaching staff to undertake assessments of pupils to determine those in need of particular help and develop a support plan of appropriate interventions and action.
· Provide advice and guidance to pupils relating to their social, health, hygiene and emotional development needs, to enable them to make effective decisions.
· Deals with all correspondence and queries in relation to student welfare and behaviour and develop and maintain professional relationships with students, providing mentoring support and feedback to targeted students.
· Coordinate the supply of references on students to further education establishments and employers and support their transition. 
· Organises the collection of statements from pupils following an incident 
· Plans and coordinates schedules of work missed for students sent home for non-compliance of school rules and supports the reintegration of those who have been absent 
Click here to go to the template Pastoral Support Officer Job Description

	Parent Support Adviser
	H
	· Works and communicates closely with children, young people and their families who experience difficulties accessing education due to attendance/behaviour or family difficulties and are at risk of social exclusion,  to engage with them to support school attendance and children missing from education, exclusion, behaviour and transition. 
· To develop and maintain effective working relationships and work closely with families to prepare, produce and develop achievable action plans to enable them to move forward in a positive way.

· To maintain accurate and up-to-date casework records in relation to referred cases.

· To support young people and families at key transitional stages with the skills needed to progress with confidence.
· Works closely with external agencies to ensure that the pupils and their families access the services they need.  
· Support parents/carers in sustaining and developing their parenting skills, encouraging them to access Parenting programmes where appropriate.

· Offer early Intervention and preventative support to parents/carers and young people.

· To work with children on social interaction skills, risky and emotional behaviour, and to support and promote engagement
· To identify and support young carers or pupils with specific health needs.

· To provide support to children and families at risk of exclusion with the aim of reducing exclusion rates.

· Support excluded pupils to continue with their school work and build a plan for reintegrating the pupil back into school on return 

Click here to go to the template Parent Support Adviser Job Description

	

	Residential Childcare Officer
	G
	· Main purpose of the role is to provide care and supervision of pupils based in a residential and extended day setting who have emotional, social, behavioural or physical difficulties.

· Provides basic care routines including toileting (including cleaning and changing), washing, dressing and feeding pupil.

· Supervises sick children and administer medication and first aid as appropriate and record action taken accurately 

· Contributes to curriculum development for extended day activities, including leading and supporting groups and individuals and assists in the preparation and use of materials for activities and equipment.
· To maintain systems and routines which supports pupil’s ‘learning’ experience throughout the school.

· Take part in any reviews or meetings about a child who they are Key Worker for 
· Work within agreed plans to guide and support students to understand and perform basic domestic tasks and, where necessary develop personal care skills.
· Aid students in gaining life skills, including planning, organising and management of resources.
· Develop and maintain relationships with young people and their families and engage with the local agencies and community 
Click here to go to the template Residential Childcare Officer Job Description

	Senior Residential Childcare Officer
	H
	In additional to the responsibilities of the Residential Childcare Officer above, the Senior Residential Childcare Officer will have the additional duties and responsibilities:
· Leads on the day to day running of shifts in a residential unit and extended day setting, providing care and supervision of pupils with Behavioural, Emotional, Social or Physical needs 
· Supervises the work of the Residential Childcare Officers, advising and guiding them.

· Contributes to the effective and efficient use of financial resources 

· Takes more of a lead role in the management of the setting and creation and adaption of activities to suit the needs of the individual students and therefore the post holder requires experience of contributing to the development, implementation and review of specific programmes for young people to meets their individual needs 

Click here to go to the template Senior Residential Childcare Officer Job Description



Children & Young People’s Service 

(School Name)

JOB DESCRIPTION

	POST: Attendance Officer 
	

	GRADE: Grade D
	

	RESPONSIBLE TO: Business Manager/Assistant Head/ Data Manager
	

	STAFF MANAGED: None 
	

	POST REF:
	

	JOB FAMILY: 8
	

	JOB PURPOSE:
	The core focus of this job is to complement the professional work of teachers by taking responsibility for implementing the schools Attendance Policy and improving the attendance of students. Works with identified students whose attendance is a barrier to their performance.  Responsible for recording, monitoring, evaluating and reporting on attendance data.  


	JOB CONTEXT:
	Works within the school, promoting good attendance and identifying students with poor attendance and working with them and their families to improve their attendance at school.  

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.
An ability to fulfil all spoken aspects of the role with confidence through the medium of English

	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Management 


	· Communicates with parents/carers to establish reason for unexplained absences and report the outcome of such calls to relevant parties

· Report any child who is absent without reason to the head of year as a potential safeguarding issue 

· Accurately input absences, including reasons for absences, onto SIMS

· Produce a daily absence list for use in a fire call

· Monitor attendance, interpret statistical data to identify issues/patterns of non-attendance with individual students

· Work with identified poor attendance and disengaged students and their parents/carers on short and medium term strategies to remove barriers to regular attendance at school, using advisory and persuasive skills as appropriate 

· Monitor and evaluate the effectiveness of strategies with individual students 

· Actively promote good attendance with all students and promote the schools attendance policy and strategy 

· Administer student holiday request forms, and communicate in writing with the parents whether the leave is authorised or not authorised

· Undertake general administration duties as required 

· Develop support materials and information to communicate clearly to students the school’s attendance policy, raising the profile of attendance and punctuality within the school 



	Communications 


	· Communicate with school staff to update them on student attendance and work with the staff to identify students with issues that are affecting their attendance at school 

· Develop and maintain effective contact and communications with parents/carers and families, including home visits where appropriate 

· Meet regularly with year leaders to discuss current issues and developments relating to attendance and punctuality 

· Establish links and communicate with feeder schools to gain any relevant information about attendance records of new students 

· Respond to enquiries from parents/Carers  by telephone, email or letter and direct them to relevant sources of advice and guidance as appropriate 

· Provide advice for students returning after long periods of absence, encouraging them and assist in planning their re-integration 



	Partnership or Corporate Working


	· Attends meetings with external agencies as appropriate and follow up on actions required 

	Skills Development 

	· To demonstrate and advise new staff on the accurate recording of student’s attendance on the register 

· Participate in team meetings and attend any necessary training events

· Participate in the schools performance management system 

	Safeguarding 
	· To be committed to safeguarding and promote the welfare of    

children, young people and adults, raising concerns as appropriate



	Systems and Information 

	· Ensure that staff have completed the registers 

· Maintain an accurate system for students signing in and out of the school

· Provide accurate and up to date statistical data and reports 

· Oversee the signing in late procedures and ensure that minutes late are recorded on SIMS

· Maintain records of all communication with parents/Carers

	Planning and Organising 
	· Assist in developing systems and procedures to improve attendance 

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 

· To work with colleagues and others to maintain health, safety and welfare within the working environment.

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.

· Within own area of responsibility work in accordance with the aims of the Equality Policy Statement

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  

	Date of Issue:
	February 2015


PERSON SPECIFICATION

JOB TITLE: Attendance Officer
	Essential upon appointment
	Desirable on appointment

	Knowledge

· An understanding of issues that may affect a student’s ability to attend school 
	· Knowledge of attendance regulations and targets 

· Knowledge of school procedures 

· Knowledge of child protection legislation and procedures

	Experience

· Experience of working with SIMS or a similar data management system 

· Administrative experience 

· Experience of working with children and young people and their parents/carers
	· Experience of working in a school environment 

· Experience of implementing attendance policies

	Occupational Skills

· Excellent communication skills, including advisory and persuasive skills 

· Ability to establish positive and effective relationships with children and young people 

· Organisational skills 

· Excellent ICT skills 

· Analytical skills 

· Ability to keep accurate records 

· Ability to work successfully as a team 

· Ability to work on own initiative 

· Confidentiality 

· Report writing skills 
	

	Qualifications

· Level 2 qualification or equivalent to demonstrate good literacy and numeracy skills
	· Level 3 qualification in business/finance/administration or equivalent

	Other Requirements

· Enhanced DBS clearance 

· Commitment to the schools policies and ethos

· Commitment to Continuing Professional Development 

· Motivation to work with children and young people 

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people 

· Emotional resilience in working with challenging behaviours and attitudes.

· Flexibility 
· The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	

	Behaviours 


	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.

Children & Young People’s Service 

(School Name)

JOB DESCRIPTION

	POST: Attendance and Behavioural Officer 
	

	GRADE: Grade E
	

	RESPONSIBLE TO: Business Manager/Assistant Head/ Data Manager
	

	STAFF MANAGED: None 
	

	POST REF:
	

	JOB FAMILY: 8
	

	JOB PURPOSE:
	The core focus of this job is to complement the professional work of teachers by taking responsibility for implementing the schools Attendance and behaviour Policy and improving the attendance and behaviour of identified students who attendance and/or behaviour is a barrier to their performance. Responsible for recording, monitoring, evaluating and reporting on attendance and behaviour data.  



	JOB CONTEXT:
	Works within the school, promoting good attendance and behaviour and identifying students with poor attendance or behaviour and working with them and their family to improve their attendance and/or behaviour at school.  

Is available all at all times during the school day to respond to infringements of the school behaviour policy
This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.
An ability to fulfil all spoken aspects of the role with confidence through the medium of English

	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Management 


	· Communicates with parents/carers to establish reason for unexplained absences and report the outcome of such calls to relevant parties

· Report any child who is absent without reason to the head of year as a potential safeguarding issue 

· Accurately input absences, including reasons for absences, onto SIMS

· Produce a daily absence list for use in a fire call

· Monitor attendance and punctuality data, interpret statistical data to identify issues/patterns of non-attendance with individual students

· Work with identified poor attendance and/or behaviour students and their parents/carers on short and medium term strategies to remove barriers to regular attendance at school, using advisory and persuasive skills as appropriate. 
· Undertake home visits as necessary

· Work with the school’s agreed Behaviour & Attendance Policy to anticipate and manage behaviour constructively, promoting self-control and independence.
· Monitor and evaluate the effectiveness of strategies with individual students 

· Actively promote good attendance and behaviour with all students 

· Administer student holiday request forms 

· Undertake general administration duties as required 

· Develop support materials and information to communicate clearly to students the school’s attendance and behaviour policies, raising the profile of attendance, punctuality and good behaviour within the school 

· Provide time out if there is a classroom incident or where a student’s behaviour difficulties lead them to leave the classroom, and monitor the students behaviour whilst in their care

· Organise and manage an appropriate learning environment and resources to provide appropriate educational provision in liaison with subject staff for students temporarily excluded from lessons 


	Communications 


	· Communicate with school staff to update them on student attendance and behaviour and work with the staff to identify students with issues that are affecting their performance at school 

· Meet regularly with year leaders to discuss current issues and developments relating to attendance, punctuality and behaviour

· Establish links and communicate with feeder schools to gain any relevant information about attendance and behaviour records of new students to feed into the teaching staff in producing an action plan to support the pupils to ensure the smooth transition of pupils between phases

· Respond to enquiries from parents/Carers by telephone, email or letter and direct them to relevant sources of advice and guidance as appropriate 

· Develop and maintain regular contact with parents of students with behavioural difficulties to inform them of incidents and identify triggers for poor behaviour, including home visits where appropriate 

· Provide advice for students returning after long periods of absence and assist in planning their re-integration 

· Communicate work as set out by the classroom teacher to the pupils

· Challenge inappropriate behaviour where appropriate 

· Provide pastoral support where required 

· Provide challenge and encouragement to the pupils to persuade them to learn

	Partnership or Corporate Working


	· Attends meetings with external agencies and parents as appropriate and follow up on actions required 

· Liaise with external agencies and share information appropriately

· Liaise with specialist support service to ensure appropriate support is in place for students as required 

	Skills Development 

	· To demonstrate and advise new staff on the accurate recording of student’s attendance on the register 

· Support the teaching assistants who work directly with a students with behavioural difficulties 

· Participate in team meetings and attend any necessary training events

· Participate in the schools performance management system 

	Safeguarding 
	· To be committed to safeguarding and promote the welfare of    

children, young people and adults, raising concerns as appropriate



	Systems and Information 

	· Ensure that staff have completed the attendance registers 

· Maintain an accurate system for students signing in and out of the school

· Provide accurate and up to date statistical data and reports 

· Oversee the signing in late procedures and ensure that ‘minutes late’ are recorded on SIMS

· Keep records of students behaviour and any incidents 

· Maintain records of all communication with parents/Carers

	Planning and Organising 


	· Assist in developing systems and procedures to improve attendance and punctuality

· Assist in development and implementation of appropriate behaviour management strategies

· Prepare a bank of planned activities to be delivered when students are withdrawn from lessons for poor behaviour   

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 

· To work with colleagues and others to maintain health, safety and welfare within the working environment.

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.

· Within own area of responsibility work in accordance with the aims of the Equality Policy Statement

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  

	Date of Issue:
	February 2015


PERSON SPECIFICATION

JOB TITLE: Behaviour and Attendance Officer
	Essential upon appointment
	Desirable on appointment

	Knowledge

· An understanding of issues that may affect a student’s ability to attend school and behave

· Knowledge of Behaviour Management techniques and behaviour intervention strategies
	· Knowledge of attendance regulations and targets 

· Knowledge of child protection legislation and procedures 

· Knowledge of school procedures 

· Knowledge of support service available to signpost students and families to

	Experience

· Experience of working with SIMS or a similar data management system 

· Administrative experience 

· Experience of working with children and young people and their parents/carers
	· Experience of working in a school environment 

· Experience of working with children and young people who have behavioural difficulties 

· Experience of implementing attendance and behavioural policies

	Occupational Skills

· Excellent communication skills, including advisory and persuasive skills 

· Ability to establish positive and effective relationships with children and young people 

· Advisory skills 

· Listening skills

· Organisational skills 

· Excellent ICT skills 

· Analytical skills 

· Ability to keep accurate records 

· Ability to work successfully as part of a team 
· Ability to work on own initiative 

· Confidentiality 

· Report writing skills
	· Ability to analyse the reasons for behavioural problems of the pupils to ascertain the needs of the pupils and formulate an action plan

	Qualifications

· Level 2 qualification or equivalent to demonstrate good literacy and numeracy skills
	· Level 3 qualification in business/finance/administration or equivalent 

· Counselling qualification

	Other Requirements

· Enhanced DBS clearance 

· Commitment to the schools policies and ethos

· Commitment to Continuing Professional Development 

· Motivation to work with children and young people 

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people 

· Emotional resilience in working with challenging behaviours and attitudes.

· Flexibility 

· The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	

	Behaviours 


	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.


Children & Young People’s Service 

(School Name)

JOB DESCRIPTION

	POST: Learning Mentor 
	

	GRADE:
Grade E
	

	RESPONSIBLE TO:  Deputy Head 
	

	STAFF MANAGED: None
	

	POST REF:
	
	JOB FAMILY:7
	

	JOB PURPOSE:
	The core focus of this job is to assess, support, guide and mentor individual or small group of pupils who require additional support to overcome barriers to learning, to achieve their full potential.  Works under the guidance of teaching staff. 


	JOB CONTEXT:
	Works on a one to one or small group basis with the more challenging students who are having performance, attendance or behavioural issues that are affecting their learning, to help them overcome the barriers to learning and improve their education.   Works in the classroom adapting the activities to meet the individuals needs as assessed

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.
An ability to fulfil all spoken aspects of the role with confidence through the medium of English

	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· Liaise with teaching staff to provide particular support to targeted pupils to raise achievement and attendance and help them to overcome barriers to learning 

· Provide input to the identification of needs, assessing those pupils needing extra support and the development of individual action plans for targeted pupils

· Work on a one to one basis with targeted pupils who are underperforming in their subjects to implement and manage an action plan

· Provide extra support to pupils through knowledge of a range of activities and opportunities available to them 

· Implement, monitor and evaluate agreed learning/teaching programmes, adjusting activities according to pupils needs

· Support pupil access to out of school facilities and study support

· Provide objective and accurate feedback and reports on the pupils achievements, progress and other matters

· Assist pupils to make successful transfers between educational establishments and transitions at key stages of their lives 

· Manage referrals to external agencies as appropriate 

· Supervise pupils on visits, trips and out of school activities 

· Invigilate exams/tests when required  

· Supervise study/homework clubs 

· Undertake administrative duties as required

	Communications 


	· Establish effective communication and relationships with the pupils they work with

· Assist in maintaining contact with pupils families/carers to inform them of progress and issues

· Attend and participate in meetings as required 

· Listen to and help pupils identify and resolve a range of issues that are creating barriers to learning 

· Challenge and motivate pupils, promoting and reinforcing self-esteem and confidence building 

	Partnership Working
	· Share information, as appropriate, with colleagues, the Local Authority, other schools and external agencies

	Skills Development 
	· Participate in the schools performance management processes

· Attend and participate in training and other learning activities as required 

	Safeguarding 
	· To be committed to safeguarding and promote the welfare of    

children, young people and adults, raising concerns as appropriate

· Assist in the development and implementation of appropriate behaviour management strategies 

· Comply with policies and procedures relating to child protection, security and confidentiality 

	Systems and Information 

	· Collates information and maintains records of pupil achievements and attendance 

· Maintain confidentiality in respect of pupils personal circumstances 

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 

· To work with colleagues and others to maintain health, safety and welfare within the working environment.

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.

· Within own area of responsibility work in accordance with the aims of the Equality Policy Statement

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  

	Date of Issue:
	February 2015


PERSON SPECIFICATION

JOB TITLE: Learning Mentor
	Essential upon appointment
	Desirable on appointment

	Knowledge

· An understanding of the school curriculum and the needs of learners

· Knowledge of the potential barriers to learning 

· Knowledge of interventions strategies to support pupils progress

· An understanding of the transitions in a young person’s life and the effect they can have on them
	· An understanding of the referral systems 

· Knowledge of safeguarding and health & Safety legislation

	Experience

· Experience of working with children and young people
	· Experience of mentoring 

· Experience of multi-agency working

· Experience of working with children and young people who have learning attendance or behavioural issues 



	Occupational Skills

· Good listening skills

· Excellent interpersonal communication skills, including influencing skills 

· Organisational and planning skills 

· Numeracy and literacy skills 

· ICT skills 

· Confidentiality 

· Ability to exercise discretion and judgement 

· Ability to adapt activities to suit the needs of the pupils 

· Problem solving skills

· Creative skills 

· Observational skills
	

	Qualifications

· Level 3 qualification in learning, development and support services or equivalent or willingness to work towards gaining
	

	Other Requirements

· Enhanced DBS clearance 

· Motivation to work with children and young people

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people 

· Emotional resilience in working with challenging behaviours and attitudes

· Committed to the ethos of the school
· The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post
	

	Behaviours 


	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.


Children & Young People’s Service 

(School Name)

JOB DESCRIPTION

	POST: Senior Learning Mentor
	

	GRADE:
Grade F
	

	RESPONSIBLE TO: Head of Learning Support/Assistant Head
	

	STAFF MANAGED: None 
	

	POST REF:
	
	JOB FAMILY:7
	

	JOB PURPOSE:
	The core focus of this job is to assess, support, guide and mentor individual or small group of pupils who require additional support to overcome barriers to learning, to achieve their full potential.  Works under the guidance of teaching staff. 


	JOB CONTEXT:
	Works on a one to one or small group basis with the more challenging students who are having performance, attendance or behavioural issues that are affecting their learning, to help them overcome the barriers to learning and improve their education.   Works in the classroom adapting the activities to meet the individuals needs as assessed

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children. 

An ability to fulfil all spoken aspects of the role with confidence through the medium of English

	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Management 
	· Liaise with teaching staff to provide particular support to targeted pupils to raise achievement and attendance and help them to overcome barriers to learning 

· Identify the needs and assess those pupils needing extra support and support the development of individual action plans for targeted pupils

· Work on a one to one basis with targeted pupils who are underperforming in their subjects to implement and manage an action plan, altering as necessary depending on the individuals progress and needs 

· Work with parents/carers to help address poor performance, attendance and/or behavioural issues, including creative solutions where appropriate 

· Provide extra support to pupils through knowledge of a range of activities and opportunities available to them 

· Implement, monitor and evaluate agreed learning/teaching programmes, adjusting activities according to pupils needs

· Support the re-integration of pupils who have been excluded from school or following an alternative timetable

· Support pupil access to out of school facilities and study support

· Provide objective and accurate feedback and reports on the pupils achievements, progress and other matters

· Assist pupils to make successful transfers between educational establishments and transitions at key stages of their lives 

· Manage referrals to external agencies as appropriate 

· Supervise pupils on visits, trips and out of school activities

· Invigilate exams/tests when required  

· Supervise study/homework clubs 

· Undertake administrative duties as required 

	Communications 


	· Establish effective communication and relationships with the pupils they work with

· Maintain contact with pupils families/carers to inform them of progress and issues, which may include undertaking home visits to secure positive family support and provision of advice as deemed necessary 

· Attend and participate in meetings as required 

· Listen to and help pupils identify and resolve a range of issues that are creating barriers to learning 

· Challenge and motivate pupils, promoting and reinforcing self-esteem and confidence building 

	Partnership Working


	· Support the development of partnerships with external agencies/organisations to set up resources/initiatives to help address barriers to learning

· Share information, as appropriate, with colleagues, the Local Authority, other schools and external agencies

	Skills Development 
	· Participate in the schools performance management processes

· Attend and participate in training and other learning activities as required 

	Safeguarding 
	· To be committed to safeguarding and promote the welfare of    

children, young people and adults, raising concerns as appropriate

· Assist in the development and implementation of appropriate behaviour management strategies 

· Comply with policies and procedures relating to child protection, security and confidentiality 

	Systems and Information 

	· Collates information and maintains accurate records of pupil achievements and attendance 

· Produces reports and evaluations as required 

· Maintain confidentiality in respect of pupils personal circumstances 

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 

· To work with colleagues and others to maintain health, safety and welfare within the working environment.

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.

· Within own area of responsibility work in accordance with the aims of the Equality Policy Statement

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  

	Date of Issue:
	February 2015


PERSON SPECIFICATION

JOB TITLE: Senior Learning Mentor
	Essential upon appointment
	Desirable on appointment

	Knowledge

· A good understanding of the school curriculum and the needs of learners

· Advanced knowledge of the potential barriers to learning 

· Advanced knowledge of interventions strategies to support pupils progress

· A good understanding of the transitions in a young person’s life and the effect they can have on them

· Advanced knowledge and skills to carry out assessments 

· Knowledge of the range of activities and opportunities available 

· An understanding of the referral systems
	· Knowledge of Safeguarding and health & safety legislation

	Experience

· Experience of working with children and young people who have learning attendance or behavioural issues 

· Experience of multi-agency working
	· Experience of mentoring 



	Occupational Skills

· Assessment skills

· Good listening skills

· Excellent interpersonal communication skills 

· Influencing skills 

· Organisational and planning skills 

· Numeracy and literacy skills 

· ICT skills 

· Confidentiality 

· Ability to exercise discretion and judgement 

· Ability to adapt activities to suit the individual needs of the pupils 

· Problem solving skills

· Creative skills 

· Observational skills
	

	Qualifications

· Level 4 qualification in learning, development and support services or equivalent or willingness to work towards gaining
	· Professional qualification in education or social work

	Other Requirements

· Enhanced DBS clearance 

· Motivation to work with children and young people

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people 

· Emotional resilience in working with challenging behaviours and attitudes

· Committed to the ethos of the school
· The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post
	

	Behaviours 


	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.


Children & Young People’s Service 

(School Name)

JOB DESCRIPTION

	POST: Pastoral Support Officer 
	

	GRADE:
Grade F
	

	RESPONSIBLE TO:
	

	STAFF MANAGED: None 
	

	POST REF:
	
	JOB FAMILY: 8
	

	JOB PURPOSE:
	To support the welfare and progress of students in their learning, behaviour and transitions 

	JOB CONTEXT:
	Leads on pastoral support to pupils, providing advice and guidance and implementing agreed plans to encourage learning and overcome barriers to learning.

Works with students in school who are experiencing complex emotionally demanding situations due to outside influences, requiring sensitivity.  

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.
An ability to fulfil all spoken aspects of the role with confidence through the medium of English

	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· Develop and maintain professional relationships with students, providing mentoring support to targeted students 

· Coordinate the supply of references on students to further education establishments and employers 

· Organises the collection of statements from pupils following an incident 

· Deals with queries and problems in relation to students

· Deals with all correspondence in relation to student welfare and behaviour 

· Supports the transition process for students e.g when moving schools/further education establishments or moving into employment 

· Supervises students sent out from lessons 

· Plans schedules of work missed for students sent home for non-compliance of school rules and supports the reintegration of those who have been absent 

· Receives unwell students and contact their parents as necessary 

· Monitor students attendance and punctuality and work with them to improve it

· Work with teaching staff to undertake assessments of pupils to determine those in need of particular help and develop a support plan of appropriate interventions and action 

	Communications 


	· Provide advice to pupils relating to their social, health, hygiene and emotional development needs

· Provides feedback to pupils in relation to their progress, achievement, behaviour and attendance 

· Provide information and advice to pupils to enable them to make choices of their own

· Act as the first point of contact for parents and students when personal mattes affect learning 

· Attends meetings as appropriate 

· Liaises with other school staff raising awareness of issues with particular students and advising staff on proposed support plan

	Partnership Working
	· Work with external agencies to support students and their families seek the help that they require

	Skills Development 
	· Practice Continuous Professional Development 

· Attend team meetings 

	Safeguarding 
	· To be committed to safeguarding and promote the welfare of    

children, young people and adults, raising concerns as appropriate.

	Systems and Information 

	· Record information on pupils behaviour on the appropriate system

· Records information on pupils truancy from school

· Records information of exclusions 

	Planning and Organising 


	· Contribute to the development of behaviour and attendance policies and procedures for the school

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 

· To work with colleagues and others to maintain health, safety and welfare within the working environment.

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.

· Within own area of responsibility work in accordance with the aims of the Equality Policy Statement

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  

	Date of Issue:
	February 2015


PERSON SPECIFICATION

JOB TITLE: Pastoral Support Officer
	Essential upon appointment
	Desirable on appointment

	Knowledge

· An understanding of the potential barriers to learning and attending school faced by children and young people and how they can be overcome 

· Knowledge of Safeguarding legislation and procedures  

· Knowledge of the different transition periods of a student and how to offer support 

· Knowledge of the different opportunities available to students post school education  

· Knowledge of behavioural management techniques 

· Knowledge of the schools policies and procedures

· An understanding of child development
	· Knowledge of Health & Safety regulations  

	Experience

· Experience of working with young people of relevant age
	· Experience of multi-agency working

· Experience of counselling or mentoring young people  

	Occupational Skills

· Excellent interpersonal communication skills and the ability to influence, engage and motivate children and young people

· Analytical skills to assess the challenges faced by students  

· Ability to relate well to young people 

· Flexible 

· Good organisational skills 

· Ability to prioritise and manage own workload 

· ICT skills 

· Creativity and problem solving skills 

· Sensitivity and caring skills
	

	Qualifications

· NVQ Level 3 qualification
	

	Other Requirements

· Enhanced DBS clearance 

· Motivation to work with children and young people

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people 

· Emotional resilience in working with challenging behaviours and attitudes

· Committed to the ethos of the school
· The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post
	

	Behaviours 


	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.


Children & Young People’s Service 

(School Name)

JOB DESCRIPTION

	POST:
	Parent Support Adviser 

	GRADE:

	Grade H

	RESPONSIBLE TO:
	Deputy/Assistant Head 

	STAFF MANAGED:
	None 

	POST REF:
	
	JOB FAMILY:
	8

	JOB PURPOSE:
	The core focus of this job is to work in partnership with Parents, children and their families who experience difficulties accessing education due to attendance/behaviour or family difficulties and are at risk of social exclusion. To improve outcomes for all children, young people and families.



	JOB CONTEXT:
	Works and communicates closely with children, young people and their families to engage with them to support school attendance and children missing from education, exclusion, behaviour and transition. 

Parent Support Advisors promote and can represent education in multi-agency work to support and safeguard vulnerable children and young people and their families to promote positive outcomes.

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.
An ability to fulfil all spoken aspects of the role with confidence through the medium of English

	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Management 


	· To work in partnership and offer non-judgemental support to Families parents/carers, pupils, school staff and other agencies

· To encourage & assist parents/carers to develop a positive relationship with the school
· To be accessible to parents/carers and children, in school or at their home, as appropriate
· Develop and maintain effective working relationships with parents/carers.

· Support parents/carers in sustaining and developing their parenting skills, encouraging them to access Parenting programmes where appropriate
· To facilitate and broker Parenting Agreements/Contracts
· To engage with parents/carers to promote self esteem and self confidence
· Offer early Intervention and preventative support to parents/carers and young people
· To encourage parents and children to take part in common assessments where appropriate
· To provide assessments of child and family in order to support development both in school and in the community including Home Assessments and Common Assessment Framework (CAF).

· To work with children on social interaction skills, risky and emotional behaviour, and to support and promote engagement

· To promote and encourage equal opportunities in education and to support young people and families to communicate their wishes in the educational setting so that they can gain optimum benefit from the service;

· To act as a positive role model for young people and their families

· To promote emotional wellbeing via planned intervention with young people and their parents/carers;

· To identify and support young carers

· To ensure specific health needs are met via appropriate liaison and referral

· To undertake both group work and regular one to one sessions with  young people and families to develop and enhance parenting skills, and build relationships using evidence based models of intervention

· To support school policies on behaviour and anti-bullying strategies

· To provide support to children and families at risk of exclusion.
· To assist schools to reduce exclusion rates;
· Support excluded pupils to continue with their school work and build a plan for reintegrating the pupil back into school on return 
· To help schools raise levels of attendance and punctuality by working with the families to ascertain the causes of the absences and implement plans to resolve the situation 

· To support children and families through major life-changing events;

· To assist in the co-ordinating and delivery of Parent Information sessions around transitions. 
· To support short term intervention packages to reduce exclusions

· To ensure that other vulnerable members of the families of challenging pupils are offered support as part of a family package;



	Communications 


	· To support parents/carers and young people express their views when appropriate, where they are unable to do so themselves;

· To encourage Parents/carers in accessing appropriate Parenting courses to enable them to support their children through transitions.

· To liaise with other professionals involved at key transitional stages.

· To establish rapport and respectful trusting professional relationships with young people, their families and carers



	Partnership Working


	· To work in partnership with the Local Authority and other agencies to locate/trace missing children and support the young person to return home;

· To liaise and work closely with statutory and voluntary agencies;

· To signpost/ensure children and families receive appropriate multi agency support;

· To support multi agency working by taking the role of lead professional and co-ordinating the delivery of an agreed intervention plan.

· To co-work and coordinate with other agencies in the facilitation of   Parenting Programmes; 

· To support the work of other agencies to holistically support young people at times of crisis including: Police, CAMHS, TYS, Drug and Alcohol Counselling etc



	Resource management 
	· To support young people and families at key transitional stages with the skills needed to progress with confidence;

· To contribute to staff training and development;

· To attend team meetings/share effective working practices;

· To engage in regular peer supervision support and training;



	Safeguarding 
	· To be committed to safeguarding and promote the welfare of    

children, young people and adults, raising concerns as appropriate.



	Systems and Information 


	· To maintain regular file updates as routine, keep case files up to date and make accurate and timely records in line with the minimum recording standards;

· To maintain accurate and up-to-date casework records in relation to referred cases 
· To provide accurate and timely information, returns and reports when required.

· To prepare reports for relative forums.

· To understand the importance of consent and comply with the procedures for obtaining consent from young people and their families

· To share information with partners in accordance with the North Yorkshire Information Sharing Protocol 


	 Planning and Organising 


	· To work with families to prepare, produce and develop achievable action plans to enable them to move forward in a positive way



	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 

· To work with colleagues and others to maintain health, safety and welfare within the working environment.

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.

· Within own area of responsibility work in accordance with the aims of the Equality Policy Statement

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  

	Date of Issue:
	February 2015


PERSON SPECIFICATION

JOB TITLE: Parent Support Adviser
	Essential upon appointment
	Desirable on appointment

	Knowledge

· Knowledge of Children’s Act and how it relates to Parent Support Advisers
· Knowledge of engagement techniques

· Knowledge of parenting skills

· An understanding of social and emotional factors that could affect a child 
	· Education legislation relating to children and families, school admissions and exclusions

· Knowledge and understanding of substance misuse
· Knowledge of available support services

· Knowledge of referral procedures 


	Experience

· Experience of  working with young people and families
· Experience of multi-agency working
	· Experience of working in an educational or social care setting 

· Experience of social work in an educational setting or experience of working with vulnerable children

· Experience of multi-disciplinary approach to problem solving

· Experience of supporting families

· Experience of working with children with challenging behaviour
· Experience of delivering individual and group based support and training including facilitation 

	Occupational Skills

· Ability to produce quality reports.

· Ability to record interventions and write reports 
· Good presentation skills

· Assessment skills with families 
· Ability to assimilate new initiatives, technology and software and interpret information.

· Influencing and negotiating skills

· Good time management skills and ability to organise own caseload 

· Good interpersonal skills and the ability to engage constructively with a range of people 
· Ability to make decisions within own area of responsibility.

· Effectively identifies workable solutions.

· Communicates effectively in writing, using existing documents, formats and styles.

· Commitment to safeguarding and promoting the welfare of children and young people

· Calm and measured approach to dealing with conflict

· Appropriate use of personal authority

· Recognition of appropriate personal and professional boundaries

· Ability to work as an effective team member

· Proven effective interpersonal skills

· Positive approach to inter-agency working

· Strong negotiation and mediation skills
· ICT Skills
	

	Qualifications

· Relevant Level 3 qualification 

· Willingness to undertake relevant training to facilitate parenting courses
	

	Other Requirements

· Full driving licence and access to own transport

· Flexible approach to working outside office hours when required 
· Positive motivation for working with children, young people and their families
· The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post
	

	Behaviours 


	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.


Children & Young People’s Service 

(School Name)

JOB DESCRIPTION

	POST: Residential Child Care Officer
	

	GRADE:
Grade G
	

	RESPONSIBLE TO:  Senior Residential Child Care Officer/ Head of care 
	

	STAFF MANAGED: None 
	

	POST REF:
	
	JOB FAMILY: 8
	

	JOB PURPOSE:
	To provide care and supervision of pupils based in a residential and extended day setting.

To work under the guidance in developing links with parents and other partners throughout North Yorkshire and the wider community in order to enhance pupils’ personal development through securing high quality social education in the residential and day aspects of the school.  



	JOB CONTEXT:
	Works with challenging children and young people with emotional, social, behavioural or physical difficulties.

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.
An ability to fulfil all spoken aspects of the role with confidence through the medium of English


	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· To assist in developing an environment within the school which will enable children and staff to develop their full potential and in ensuring that each child receives the necessary care and attention 

· To ensure that pupils are well supported, safe and cared for.

· Contributes to curriculum development for extended day activities, including leading and supporting groups and individuals

· To ensure that care routines conform to work to the standards set out in the Care and Extended Day Policy.

· Provides basic care routines including toileting (including cleaning and changing), washing, dressing and feeding pupil.

· Participate in some cleaning and laundry work
· Uses moving and handling equipment eg hoists

· Supervise sick children and administer medication and first aid as appropriate and record action taken accurately 

· Assists in the preparation and use of materials for activities and equipment.

· Assists with developing creative approaches to children’s targets and learning.

· Accompany children to health appointments when necessary 

· To maintain systems and routines which supports pupil’s ‘learning’ experience throughout the school.

· Take part in any reviews or meetings about a child who they are Key Worker for 
· Work within agreed plans to guide and support students to understand and perform basic domestic tasks and, where necessary develop personal care skills.
· Aid students in gaining life skills, including planning, organising and management of resources.
· Assist in observing and identifying student’s needs and carry out care programmes designed to meet long term and short term objectives effectively

	Communications 


	· Develop and maintain relationships with young people and their families and engage with the local agencies and community 

· Communicate with pupils who may have difficulty communicating or have behavioural problems.

· Use persuasive and influencing skills to encourage pupils to participate 

· Liaises with Managers and staff, providing detailed advice.

· Liaises with staff, teachers and therapists, encouraging the physical, intellectual, emotional and social development of pupils, by providing assistance.

· Deals with parents with regards to the pupil’s needs.



	Partnership Working


	· Work in partnership with colleagues and other professionals to meet the social ,emotional, educational, health and mental needs of the young people 

	Resource management
	· Mentors new staff during induction period.

· Handles small amounts of cash e.g children’s pocket money 

· Responsible for personal possessions of the children e.g. phones, money, medication 

· Supervises pupils before and after school and during trips.

· Participates in training and personal development and attends team meetings 

	Safeguarding 
	· To be committed to safeguarding and promote the welfare of    

children, young people and adults, raising concerns as appropriate.

· In accordance with the school’s Child Protection Policy, report any Child Protection or Safeguarding matters directly to the Head of Care, contacting the Head Teacher in their absence. 


	Systems and Information 


	· As Key Worker, maintain student’s care plans; and other records as required from time to time.

· To ensure that accurate and up-to-date records are kept

· Provides regular reports to parents/carers.

	Planning and Organising 


	· Contributes to the formation of relevant policies 

· Assist in planning and development to improve practice and provision.

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Act as designated person for emergency procedures such as evacuation where this has been delegated to them.
· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 

· To work with colleagues and others to maintain health, safety and welfare within the working environment.

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.

· Within own area of responsibility work in accordance with the aims of the Equality Policy Statement

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  

	Date of Issue:
	February 2015


PERSON SPECIFICATION

JOB TITLE: Residential Child Care Officer
	Essential upon appointment
	Desirable on appointment

	Knowledge

· Understanding of Health & Safety

· Awareness of safeguarding and child protection protocols and procedures

· Knowledge of children’s learning and their needs

· Knowledge of behavioural management techniques 

· Knowledge of how to achieve positive outcomes for children and young people. 


	· Knowledge of how to undertake risk assessments.



	Experience

· Experience of working with children & young people in a school setting
	· Experience working with children with disabilities.

· Experience of multi-agency working 

	Occupational Skills

· Developed interpersonal and communication skills

· Ability to communicate with young people who may have communication or behavioural difficulties 

· Ability to work on own initiative and as part of a team 

· Calm approach 

· Good organisational skills

· Report writing skills  

· ICT skills.

· Caring skills 

· Creativity skills

· Persuasive and Influencing skills
	

	Qualifications

· NVQ level 3 children & young people 

· First Aid qualification.

· Willingness to undertake necessary training e.g. Manual handling, administering medication  
	· MIDAS qualification

	Other Requirements

· Enhanced DBS disclosure 

· Willing and able to work regularly outside normal office/school hours, holiday periods/weekends with sleep in duties.

· Emotional resilience in working with challenging behaviours
· The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post
	

	Behaviours 


	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.


Children & Young People’s Service 

(School Name)

JOB DESCRIPTION

	POST: Senior Residential Child Care Officer
	

	GRADE:
Grade H
	

	RESPONSIBLE TO:  Head of Care
	

	STAFF MANAGED: None 
	

	POST REF:
	
	JOB FAMILY: 8
	

	JOB PURPOSE:
	Leads on the day to day running of shifts in a residential unit and extended day setting, providing care and supervision of pupils with Behavioural, Emotional, Social or Physical needs 

Develop links with parents and other partners throughout North Yorkshire and the wider community in order to enhance pupils’ personal development through securing high quality social education in the residential and day aspects of the school.  



	JOB CONTEXT:
	Works with challenging children and young people with emotional, social, behavioural or physical difficulties.

This school is committed to safeguarding and promoting the welfare of our pupils and young people. We have a robust Child Protection Policy and all staff will receive training relevant to their role at induction and throughout employment at the School. We expect all staff and volunteers to share this commitment. This post is subject to a satisfactory enhanced Disclosure and Barring Service criminal records check for work with children.
An ability to fulfil all spoken aspects of the role with confidence through the medium of English

	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· To develop an environment within the school which will enable children and staff to develop their full potential and in ensuring that each child receives the necessary care and attention 

· Take a lead role in ensuring that pupils are well supported, safe and cared for on their shifts 

· Contributes to curriculum development for extended day activities, including leading and supporting groups and individuals

· To ensure that care routines conform to work to the standards set out in the Care and Extended Day Policy.

· Provides basic care routines including toileting (including cleaning and changing), washing, dressing and feeding pupil.

· Participate in some cleaning and laundry work
· Uses moving and handling equipment e.g. hoists

· Supervise sick children and administer medication and first aid as appropriate and record action taken accurately 

· Prepares and uses materials for activities and equipment.

· Develops creative approaches to children’s targets and learning.

· Accompany children to health appointments 

· To maintain systems and routines which supports pupil’s ‘learning’ experience throughout the school.

· Take part in any reviews or meetings about a child who they are Key Worker for 
· Work within agreed plans to guide and support students to understand and perform basic domestic tasks and, where necessary develop personal care skills.
· Aid students in gaining life skills, including planning, organising and management of resources.
· Observe and identify student’s needs and carry out care programmes designed to meet long term and short term objectives effectively

	Communications 


	· Develop and maintain relationships with young people and their families and engage with the local agencies and community 

· Communicate with pupils who may have difficulty communicating or have behavioural problems.

· Use persuasive and influencing skills to encourage pupils to participate 

· Liaises with Managers and staff, providing detailed advice.

· Liaises with staff, teachers and therapists, encouraging the physical, intellectual, emotional and social development of pupils, by providing assistance.

· Deals with parents with regards to the pupil’s needs.



	Partnership Working


	· Work in partnership with colleagues and other professionals to meet the social ,emotional, educational, health and mental needs of the young people 

	Resource management
	· Mentors new staff during induction period.

· Contributes to the effective and efficient use of financial resources 

· Handles small amounts of cash e.g. children’s pocket money 

· Responsible for personal possessions of the children e.g. phones, money, medication 

· Supervises the work of the Residential Child Care Officers, providing advice and guidance to them as appropriate 

· Supervises pupils before and after school and during trips.

· Participates in training and personal development and attends team meetings 

	Safeguarding 
	· To be committed to safeguarding and promote the welfare of    

children, young people and adults, raising concerns as appropriate.

· In accordance with the school’s Child Protection Policy, report any Child Protection or Safeguarding matters directly to the Head of Care, contacting the Head Teacher in their absence. 


	Systems and Information 


	· Maintain student’s care plans; and other records as required 

· To ensure that accurate and up-to-date records are kept

· Provides regular reports to parents/carers.

	Planning and Organising 


	· Contributes to the formation of relevant policies and implements of policies and projects 

· Contributes to the planning and development  to improve practice and provision within the school

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Act as designated person for emergency procedures such as evacuation where this has been delegated to them.
· Be aware of and implement your health and safety responsibilities as an employee and where appropriate any additional specialist or managerial health and safety responsibilities as defined in the Health and Safety policy and procedure. 

· To work with colleagues and others to maintain health, safety and welfare within the working environment.

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.

· Within own area of responsibility work in accordance with the aims of the Equality Policy Statement

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  

	Date of Issue:
	February 2015


PERSON SPECIFICATION

JOB TITLE: Senior Residential Child Care Officer
	Essential upon appointment
	Desirable on appointment

	Knowledge

· Understanding of Health & Safety

· Awareness of safeguarding and child protection protocols and procedures

· Knowledge of children’s learning and their needs

· Knowledge of behavioural management techniques 

· Knowledge of how to achieve positive outcomes for children and young people. 


	· Knowledge of how to undertake risk assessments.

· Knowledge of legislation in relation to working with children and families 

	Experience

· Significant experience of working with children & young people 

· Experience of supervising staff 

· Experience of contributing to the development, implementation and review of specific programmes for young people to meets their individual needs 


	· Experience working with children with disabilities.

· Experience of multi-agency working 

	Occupational Skills

· Developed interpersonal and communication skills

· Ability to communicate with young people who may have communication or behavioural difficulties 

· Ability to work on own initiative and lead a team 

· Ability to engage with young people 

· Calm approach 

· Flexibility and resilience 

· Good organisational skills

· Report writing skills  

· ICT skills.

· Caring skills 

· Creativity skills

· Persuasive and Influencing skills
	

	Qualifications

· NVQ level 3 children & young people 

· First Aid qualification.

· Willingness to undertake necessary training e.g. Manual handling, administering medication  
	· NVQ Level 4 

· Social work qualification 

· MIDAS qualification

	Other Requirements

· Enhanced DBS disclosure 

· Willing and able to work regularly outside normal office/school hours, holiday periods/weekends with sleep in duties.

· Emotional resilience in working with challenging behaviours
· The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post
	

	Behaviours 
	Link



NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.

