Job Description

	Position Title
	Early Help Coordinator 

	Location
	Tiverton High School

	Reporting to
	Designated Safeguarding Lead

	Grade
	D

	Directorate/Section/School
	Additional Needs

	Effective date of JD
	1/5/2022
	JE Job Number
	



From 1st January 2017, Heathcoat Primary School, Rackenford C of E (VA) Primary School and Tiverton High School have joined together in a new federation. This is called “The Federation of Tiverton Schools”.

The formation of a federation will enable the three schools to build on collaborative and supportive work that has already taken place. The federation will be tailored to the needs of our schools and communities to provide the best experience for all children and young people in all schools.

Tiverton High School (THS) is committed to providing students with a holistic education which enables them to get the most out of their academic learning and also prepare them for all aspects of adult life. 

Job Purpose including main duties and responsibilities:

Working as part of the Year group teams, this role is focused on supporting Heads of Year to work with individual students and their families to:

Ensure that students are safeguarded.
Promote student welfare by providing support to meet their wider health and social and educational needs including close work with parents and carers.
Identify and remove where possible any individual barriers to supporting student learning and progression. 

Main tasks:

1. Under the supervision of Heads of Year, co-ordinate and arrange Early Help Meetings for a caseload of families who have been identified as requiring additional support and regular monitoring.

2. To plan and manage a rolling schedule of Early Help Meetings and associated follow up communication with all stakeholders.

3. Co-ordinate ‘Team Around The Family’ (TAF) meetings and assist in the writing and reviewing of plans.

4. To invite multi agency representatives to Early Help Meetings and be the first point of contact for communication regarding Early Help/ TAF Meetings.

5. Establish constructive relationships and communicate with other agencies/ professionals to support the achievement and progress of students.

6. To take notes at Early Help Meetings for distribution to all relevant parties and keep associated records updated, including the Early Help Rights for Children system. 

7. Support the schools Early Help agenda, working holistically with families, employing assertive and persistent strategies with families who may be resistant or reluctant to make changes. 

8. Provide a flexible approach based around the needs of the family and students and work creatively with the HOY and other colleagues to tailor solutions and approaches to identifying needs. 

9. Liaising with feeder schools and other relevant bodies to gather student information

10. To filter communications (post, phone calls, emails) relating to Early Help and redistribute appropriately.

11. To collate information, prepare and print materials in relation to Early Help Meetings.

12. To assist the Heads of Year in the preparation of appropriate reports for Multi-Agency Meetings.

13. Work in accordance with the school’s policies and procedures e.g. safe working practices, safeguarding, confidentiality and other key documents.

14. To carry out other duties as reasonably requested by Heads of Year or the Headteacher.









Person specification: 

	Attribute
	Essential
	Desirable
	Method of Assessment

	Management
	· N/A
	· 
	

	Experience
	· Experience of administrative work.
· Experience of working with young people. 
	· Experience of administrative work in a school environment.
· Experience of coordinating TAFs
	Application and interview

	Knowledge
	· Knowledge of issues affecting young people and their families
· Knowledge of Safeguarding practices

	· Knowledge of R4C / Early Help
	Application and interview

	Practical Skills
	· Good team worker
· Ability to co-ordinate meetings, manage appointments and deadlines for a high volume of cases.
· Good organisational skills. 
· Ability to use initiative.
· Good interpersonal and listening skills
	Report writing skills
	Application and interview

	Communication
	· Good communicator with young people, staff and parents.
· Ability to fulfil all spoken aspects of the role with confidence and fluency in English.
· Ability to compose clear and concise written and electronic records.
· Able to maintain strict confidentiality
	Experience of communicating with Multi Agencies (e.g. police, social services MASH)
	Application and interview

	Personal Qualities
	· Approachable and friendly.
· Clear enhanced DBS check
	
	Application and interview

	Strategic Thinking
	· N/A
	
	Application and interview

	Technology / IT Skills
	· Be able to use new technologies
· Good standard of ICT skills to support the use of email/ admin systems and Microsoft Office products.
	· Experience of CPOMS, R4C and other databases and case management systems.
	Application and interview

	Education and Training
	· GCSE passes at Grade C or above in English and Maths 

	· Experience in Early Help/social work or relevant qualification

MARAC training 

	Application and interview

	Equal Opportunities
	· Devon County Council and its staff have a Statutory obligation to implement anti-discriminatory and equal opportunities when carrying out their duties
	Application and interview

	Physical
	· Able to carry out the duties of the post with reasonable adjustments where necessary
	Application and interview

	Other relevant factors
	· Commit and conform to DCC Customer Service Standards
	Application and interview





1. Supervision

Attend regular supervision sessions with line manager and annual appraisal. This post does not involve the line management of others. 

2. Creativity and Innovation. 

The postholder would generally work within the prescribed procedures but may be required to review existing procedures and have input into new systems that are being created.

The post holder will have opportunity to style the way that information is collated and presented including the preparation of letters, meeting notes and reports. They will be required to support the Heads of Year in administrative functions supporting the Early Help Meetings, particularly in relation to the co-ordination and arranging of these meetings.

3. Contacts and Relationships

The post holder will have regular communication with pupils, families, multiple agencies and professionals externally and within the school to plan and co-ordinate meetings. They will often be the first point of contact for incoming phone calls and emails relating to Early Help and may access information on behalf of Heads of Year to provide information in relation to Early Help matters.

4. Decisions and Discretion

The post holder will organise and plan meetings, reviews and associated documentation according to a rolling schedule of Early Help cases.

The post holder must plan and manage a diary with competing deadlines and priorities due to a high volume of simultaneous cases.

5. Decisions: consequences

The post holder will work with Heads of Year in supporting the planning and assessment of pupils and families to access relevant support services.

6. Resources

The post holder will be responsible for inputting and updating school data systems including R4C (Rights For Children) as required.

7. Work Demands

Work will be subject to deadlines and may involve frequent interruption. The post holder will be required to determine priorities in order to meet daily deadlines and plan ahead for meetings, ensuring all parties have relevant notice periods and follow up meetings are scheduled and arranged.

8. Physical Demands

The role will primarily take place in a school-based office environment with very occasional home visits.

9. Working Conditions
Most work will be completed on school site. Very occasionally home visits may be necessary should the stakeholder be unable to attend the school site in which case a safe working practice procedure is in place to safeguard staff whilst away from site.

10. Work Context

The postholder will be required to share updates, progress or share safeguarding information to various agencies and families where appropriate.  The stakeholders may be resistant to your strategies and resources and you may experience aggressive or disagreeable situations. There is limited potential for injury to health from carrying out this role.

11. Knowledge and Skills

The post requires skills in:

· All aspects of office procedures and systems, e.g. telephone contact, filing, data entry and collection.
· An ability to work with pupils, families and professional both within and external to the school, listening and responding to their views and priorities, working with a high degree of discretion and confidentiality.
· IT – including Microsoft packages (Word, Excel, Outlook and Teams) as well as Schools databases.
· The preparation of notes, reports and information to be distributed as appropriate for early Help/ TAF meetings.
· A good standard of English and Maths, written and oral (NVQ Level 2 or equivalent)
· Effective organisation skills and good interpersonal skills.
· Ability to handle a number of different tasks and work to deadlines.
· Ability to communicate at all levels.
· Ability to identify and recommend options for consideration in consultation with Heads of Year in relation to legal and statutory frameworks concerning child protection and safeguarding.





Health & Safety: 

	Potential Hazards
	Applicable to this job? (ü)
	Action to be taken
	Examples of action to be taken (this list is not exhaustive)

	Display Screen Equipment
	· 
	Site manager to perform health and safety checks
	Conduct regular workstation assessments through Oshens software

	Electricity – fixed / portable
	
	
	Ensure PAT[footnoteRef:1] certificates are up-to-date [1:  Portable appliance test] 


	Manual handling
	
	
	Ensure J/H attends appropriate training

	Verbal / physical abuse
	ü
	Follow school procedure in reporting incidents and use supervision effectively
	Ensure J/H is familiar with appropriate policies & procedures 

	Work equipment
	ü
	PAT testing is kept up to date and faults are reported and addressed.
	Ensure J/H is familiar with all equipment and its proper usage and maintenance

	Fire
	ü
	Regular fire drills are carried out and fire safety assessments and plan are in place.
	Ensure J/H is familiar with evacuation procedures and use of fire-fighting equipment (if appropriate)

	Environmental
	
	
	Wear appropriate PPE[footnoteRef:2] [2:  Personal protective equipment] 


	Isolation / lone-working
	· 
	Team meetings and supervision are attended and safe working practice guidance is followed. 
	Ensure J/H is familiar with appropriate policies & procedures

	Slips, trips & falls
	ü
	School environment is risk assessed and maintenance carried out in a timely fashion.
	Ensure J/H is familiar with appropriate policies & procedures

	Chemical
	
	
	Ensure J/H is familiar with appropriate policies & procedures and wears PPE if required

	Working with Vulnerable persons
	ü
	School policy, procedure, and training are adhered to. 
	Ensure J/H is familiar with appropriate policies & procedures

	Premises related
	
	
	Ensure J/H is familiar with appropriate policies & procedures

	Transport risks
	
	
	Ensure J/H is familiar with operation of vehicle(s) and safety procedures 

	Working at heights
	
	
	Ensure J/H wears appropriate PPE and follows safe system of work

	Other hazards not identified above
	
	
	Deal with on an individual basis, 






Job GLPC profile – to be completed by HR.
	SMP
	C&I
	C&R
	D.D
	D.C
	Res
	WDM
	PDM
	WCN
	WCT
	K&S
	Score

	
	
	
	
	
	
	
	
	
	
	
	




Signatures:

I, the manager, confirm this is a true and accurate reflection of the job.  This job description has been written in conjunction with the post holder (where applicable) who is aware that the post is being submitted for evaluation.

Job Description agreed by:

Job Holder (if in place):________________________________Date:__________

Line/Originating Manager:_________________________    Date:__________

Head of School: ______________________    Date:__________






