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SILVER TREE PRIMARY SCHOOL 
Job Description
PUPIL WELFARE OFFICER
Responsible to:

The Governors and Headteacher

Purpose and Scope: 
· To assist with the growing number of families and children where emotional, social and health issues in the family are impacting upon the children’s ability to successfully access education and achieve their full potential.
Duties and Responsibilities:
· To work inclusively with parents/ carers to encourage parental involvement in the development, delivery and monitoring of services provided by the school.

· To prepare written reports and attend relevant meetings as directed and contribute to Child Protection reviews and conferences, to include TAF and other multi-agency meetings.

· To develop, implement and evaluate support plans in partnership with parent/ carers including completion of TAFs and take on the lead practitioner where appropriate.
· To assist in the development and delivery of educational support packages which will provide guidance for the children and their families to better enable children to overcome barriers to learning and achieve more successfully in school.

· To induct new staff in the schools safeguarding policies and procedures

· To oversee and support senior leaders in the writing and reviewing of school policies relating to children’s well-being and safeguarding

· To update staff and governors on current safeguarding issues termly.

· To work with and provide support to the children and their families either at school or in the family home, in groups or individually, to assess and address identified needs.

· To develop and maintain positive and effective working relationships with other staff members, professional colleagues within the school, other agencies and community groups.

· Together with the school leadership team, monitor and continuously improve policies and procedures. 

· To ensure that information used by services is continuously updated and continue to support operational needs.

· To keep full records using computerised systems and report back to colleagues regularly.
· To liaise with other agencies to support school’s work, most notably:

i. Durham One Point Service
ii. Social Services

iii. Schools’ Admissions Team

iv. Schools’ Attendance Team
v. School Health Personnel (notifying them of admissions)
· To operate school’s computerised systems for:

i. Pupil records
ii. Attendance
iii. CPOMs
iv. Word processing

v. Email and secure email system 
vi. Extranet

vii. Using Microsoft Office and SIMS
· To maintain and monitor pupil records with particular reference to pupil absence, admission, transition and transfer.  
· To promote the speedy and effective transfer of information of targeted pupils between schools,  other educational settings, carers and other agencies 

· To provide support, guidance and advice to for the Head Teacher and Deputy Head Teacher with regards to confidential reports and pupil welfare.

· To assist colleagues with admissions and transfers of pupils.

· Deal with pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff etc.

· Store and record all daily medication administered to students.

· Store all emergency medication for students with relevant details and authorisations for administering.

· To support staff and children who have been removed from the classroom due to inappropriate behaviour

· To develop a climate where children feel safe and secure and free from all forms of intimidation and bullying;

· To monitor and oversee the behaviour systems effectively.
· To develop a positive culture of rewards and celebrations across school.
· To support staff members through positive handling strategies. 

· Any other duties as may be allocated from time to time commensurate with the grading of the post.
· The post holder may be required to undergo training in order to carry out the duties of the post, or to update the skills of the post holder.

· The post holder will be expected to follow the school policy regarding the care, control and supervision of the children in the school.

· The post holder must have a current enhanced DBS check.

