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CHILDREN, EDUCATION AND SOCIAL CARE

JOB DESCRIPTION

Post Title:
Parent and Pupil Support Advisor
Post Ref:


Grade:
H
Job Purpose

To work in partnership with parents/carers and schools to improve children’s outcomes by assisting parents in developing their parenting skills and knowledge.  To assist in tackling underachievement by working in partnership with families, parents, carers and pupils to have full access to educational opportunities and overcome barriers to learning and participation.

Duties & Responsibilities

	1
	To help develop and deliver early intervention and preventative initiatives to parents/carers and their children across the Integrated Service area and help parents to improve their parenting skills.



	2
	To provide a one-on-one home-based support service to parents/carers that have been identified by professionals as requiring additional parenting support in order to promote their children’s physical, social and emotional development.



	3
	To provide support packages, which may include group work or individual work with parents/carers and encourage good relations and effective dialogue between parents and teachers about their children’s progress. 



	4
	To deliver a range of parent support services in accordance with local and national policies including extended services strategy, children and Young people’s plan, parenting strategy, every child matters etc. 



	5
	To work alongside a range of key partners in a positive and proactive manner to ensure the needs of the families remain as a central priority and focus. 



	6
	To ensure the views of parents/carers and their children are taken into account in the planning and implementation of support packages. 



	7
	To work as part of a specialist team providing a range of extended services and provisions within the Integrated service Areas working closely along side schools. 




	8
	To maintain records and documentation regarding work undertaken and to update key professionals on a timely basis. 



	9
	To work in co-ordination with schools and extended services to ensure parents are supported through key transitions periods as directed by local and national policy. 



	10
	To undertake such personal training as may be deemed necessary to meet the duties and responsibilities of the post.



	11
	To take reasonable care of your own health and safety and co-operate with management, so far as is necessary, to enable compliance with the Authority’s Health and Safety Rules and Legislative requirements.



	 12

 13

 14
	To work as a member of the Child Protection Team as a Designated Person for Child Protection.

To work as the Schools Attendance Officer ensuring that all attendance related issues are dealt with effectively.
To undertake such other duties and responsibilities commensurate with the grading and nature of the post.

SUPPORT FOR THE PUPIL:

· Assess the needs of pupils and use detailed knowledge and specialist skills to support pupils learning

· Establish productive working relationships with pupils, acting as a role model and setting high expectations

· Develop and implement Individual Education/ Behaviour Plans. Deal with behavioural issues in the home and school, keeping a record of work and regular feedback to parents and the class teacher.

· Promote the inclusion and acceptance of all pupils within the classroom

· Support pupils consistently whilst recognising and responding to their individual needs 

· Encourage pupils to interact and work co-operatively with others and engage all pupils in activities

· Promote independence and employ strategies to recognise and reward achievement of self-reliance

· Provide feedback to pupils in relation to progress and achievement
                  Deal with children who have a variety of special education needs                        
                  and help them cope with social situations and behavioural
                  problems. Work with children that have special education
SUPPORT FOR THE TEACHER:

· Organise and manage appropriate learning environment and resources

· Within an agreed system of supervision, plan challenging teaching and learning objectives to evaluate and adjust lessons/work plans as appropriate

· Monitor and evaluate pupil responses to learning activities through a range of assessment and monitoring strategies against pre-determined learning objectives

· Provide objective and accurate feedback and reports as required on pupil achievement, progress and other matters, ensuring the availability of appropriate evidence

· Work within an established discipline policy to anticipate and manage behaviour constructively, promoting self-control and independence

· Supporting the role of parents in pupils learning and contribute to/lead meetings with parents to provide constructive feedback on pupil progress/achievement etc

· Support teaching staff in the carrying out of home visits and in the liaison with outside agencies

· Assist the teaching staff in the smooth transition between educational phases
SUPPORT FOR THE CURRICULUM:

· Deliver learning activities to pupils within agreed system of supervision, adjusting activities according to pupil responses/needs

· Deliver local and national learning strategies and make effective use of opportunities provided by other learning activities to support the development of pupils’ skills

· Use ICT effectively 

· Select and prepare resources necessary to lead learning activities, taking account of pupils’ interests and language and cultural backgrounds

· Advise on appropriate deployment and use of specialist aid/resources/equipment
SUPPORT FOR THE SCHOOL:

· Comply with and assist with the development of policies and procedures relating to Child Protection, health, safety and security, confidentiality and data protection, reporting concerns to an appropriate person

· Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop

· Contribute to the overall ethos/work/aims of the school

· Establish constructive relationships and communicate with other agencies/professionals, in liaison with the teacher, to support achievement and progress of pupils 

· Take the initiative as appropriate to develop appropriate multi-agency approaches to supporting pupils

· Recognise own strengths and areas of specialist expertise and use these to lead, advise and support others

· Contribute to the identification and execution of appropriate out of school learning activities which consolidate and extend work carried out in class

· Assist with organisation and accompany teaching staff and pupils on visits, trips and out of school activities as required

· Attend all relevant team/staff/school meetings

· Participate in training and other learning activities and performance development as required
· Show a duty of care and take appropriate action to comply with Health & Safety requirements at all time
· Demonstrate and promote commitment to Equal Opportunities and to the elimination of behaviour and practices that could be discriminatory.
Attendance 

· Monitor attendance daily

· Send letters to parents with regard to low attendance

· Meet with parents if attendance decreases

· Compare attendance/percentage weekly and every half term –whole school attendance, vulnerability groups - SEN, free school meals and ethnicity, whole school/boys and girls percentage under 95%
· Develop and implement attendance support packages for parents and pupils.  Review and adapt these support packages regularly

Child protection

· Attend meetings – Core Group, Child Protection, Team Around the Child and Looked After Child, take notes/minutes and add information to CPOMs
· Liaise with outside agencies – school nurse, social workers, family workers, police – keeping in regular contact with them in regard to each individual child’s case
· Liaise with child protection concerns appropriately, discussing concerns with the other designated persons in the school Child Protection Team
· Attend relevant training regarding child protection and safeguarding
· Have a secure knowledge of child protection and safe-guarding policies
The post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time.




The post holder may, very occasionally, be required to work flexible hours including occasional evenings and weekends to suit operational activities of the post.

This job description outlines the main activities of the post holder.  It is not meant to be, nor is it, an exhaustive or exclusive list of specific duties and activities.  The post holder will be expected to undertake any duties which could reasonably be construed as being within the remit of the post and which arise out of changes in legislation, regulations, orders, rules and working practices, methods and procedures and reviews, as directed from time to time.
