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JOB DESCRIPTION

	Job Title:
	Family Liaison Officer

	Hours:
	37.5 hours per week (term-time plus four weeks)

	Terms and Conditions:
	Term time plus four weeks included in salary

	Location:
	Acorn Park, Andrews Furlong, Mill Road, Norfolk, NR16 2HU

	Responsible to:
	Senior Designated Safeguarding Lead

	Reporting to:
	Senior Designated Safeguarding Lead


  


Acorn Park is an independent, specialist school that caters for autistic children and young people aged 4 – 19. Our curriculum centres on Autism and related needs, this is supported by our fully integrated clinical team.

The school’s ethos is underpinned by a guiding principle that the young people are placed at the heart of everything we do. This means supporting them to achieve their potential, but much more than this, it means making sure that the things that are important to them are important to us.
We make every effort to make sure that the young people are respected as individuals, and encouraged to exercise choice, and every member of staff is tasked with advocating for the young people they work with.

We make sure that we work in partnership with families, recognising that we share a commitment to the young people’s welfare and valuing the knowledge and experience that family members offer.
We recognise that our young people have a vast range of academic and cognitive abilities along with very individual communication and learning styles and so we offer different pathways to meet those diverse needs.

The layout of Acorn Park means our young people enjoy our adventure playgrounds and outdoor space and engage with our animals at the Care Farm. We enjoy frequent trips to local villages and the zoo, and regularly enjoy activities around Thetford Forest and the seaside towns around East Anglia. We have recently invested in our outdoor education and regulation resources, which have been designed to meet both the young people’s clinical and therapeutic needs.

Acorn Park Vision, Mission and Values

Our vision: For every child to be safe, nurtured and supported to succeed.

Our mission: To care and educate our children, empowering them to reach their full potential, to think 
big and dream bigger!

Our values: Our values act as the central principles and widespread truths that impact our practice, how we collaborate as a team, how we build our core methods and how we present our mission.

Care: We are courageous in advocating, educating and caring for every child, confident in our purpose to promote kindness respect.

Strive: We are striving for a better future by always doing our best with the children we work with. Our inventive efforts support children at Acorn Park to aspire to healthier futures.

Grow: We help children fulfil their personal growth and build positive relationships. Children are empowered to reach their full potential.

Thrive:  We uphold the belief that by being reliable and consistent in our therapeutic practices, by advocating for children and promoting our values, children will thrive on the next step of their life journey.
Our two school rules
Always be kind
Always try your best


Job Purpose:

As a Family Liaison Officer you will provide a range of support to our students and their families. The details of responsibilities are outlined below.

Family Liaison responsibilities:
· To provide practical advice and information about Autism and family support [advice] to parents in order for them to support their child
· Research and share knowledge on local services relating to well-being, safeguarding and pastoral needs e.g. voluntary groups, health, support groups etc
· Create opportunities for families of Acorn Park Students to meet and support one another as well as help access outside agencies.
· Communicate to people in a clear and concise manner
· Organise opportunities to meet with families to discuss concerns
· Communicating positive and critical comments to the SLT from the parents
· To support and liaise with class teams and families when a child is transitioning from one school to another or from one area/teacher to another
· To work with class teams and families to oversee transition plans of new students including organizing home visits/ video calls as required.
· Provide relevant information for the parent newsletter in time for the next issue
· Signpost parents towards training or networking opportunities for parents or relatives

Safeguarding responsibilities:
· Comply with Acorn Parks’ commitment to the Safeguarding of the vulnerable young people in our care. 
· To establish and maintain confidentiality
· Support in the day-today operational safeguarding provision for the school
· To effectively advise, coach and manage safeguarding referrals about the students within the school
· To ensure all staff know how to raise a safeguarding concern and understand the reporting process.
· To support the staff team in understanding the signs of concerns and when to report.
· To safeguard, support and implement effective individual action plans for students that have Complex Safeguarding concerns.
· To represent the school and participate in appropriate group networking meetings and training sessions including strategy discussions and multi-agency meetings (e.g. FSP, CIN, CP)
· To contribute to the continuous development of school systems to improve their effectiveness and efficiency to ensure effective safeguarding
· To build and develop contacts and working relationships with a range of external professionals across a range of Local Authorities. 
· To create and maintain accurate records of safeguarding concerns.
· To contribute to audits of pupil paperwork as appropriate, including care plans, risk assessment documents and behavior management plans.
· To report to the Lead DSL and ensure they are aware of all safeguarding concerns.
· To seek advice and direction from Lead DSL in complex safeguarding referrals. 
· To attend a weekly, on site, safeguarding meeting with representative from Education and Care services.
· To review and manage firewall flags – liaising with classes if students have attempted to access inappropriate content on school technology.
· To undertake fact-finding for safeguarding/ LADO cases where directed from Lead DSL or SLT.
· To create and maintain records, when required, relating to COVID-19 – including COVID-19 specific risk assessments, safe at school status’ and liaising with families regarding additional safety measures.

Pastoral responsibilities:
· To be a listening ear for students when they need support. 
· To encourage/ empower students to make their own decisions and overcome challenges.
· To be impartial in a range of challenging situations and to always offer advice in the best interest of the child.
· To liaise with class team and parents to ensure the students feel well supported and happy.
· To respond to student needs for additional pastoral support when they arise.
· To create a space in which students can come and share their worries/ concerns and to be supported to overcome these.
· To complete post-incident de-briefs with students where appropriate and to contribute to any updates regarding Risk Assessment and Behaviour Management Plans.
· To deliver support packages for students, whether internally or externally directed

Staff support responsibilities:
· To support staff team conversations through mediation and offering impartial practical advice and guidance.
· Support the staff in record keeping and reporting accurately.
· Support staff teams in post-incident de-briefs when appropriate

General Responsibilities:

· To give an initial induction for agency staff.
· To comply and promote with the commitment to Equal Opportunities. 
· To take part in CPD to further own knowledge and experience.
· To adhere to and abide by their statutory responsibilities and all policies and procedures of Acorn Park which includes Health & Safety at Work, Equal Opportunities
· Maintaining good relationships with outside agencies and the general public in order to uphold Acorn Park’s image 
· Ensure that your conduct within and outside Acorn Park does not conflict with the professional expectations of Acorn Park 
· Work in partnership with colleagues and other professionals, as required, to meet the social, emotional, education, health and mental health needs of the students and yourself
· As directed attend staff meetings and training
· Ensure the respect, dignity and rights to privacy of the students as far as possible
· Carry out any other duties as are within the scope, spirit and purpose of the job, the title of the post and its grading as requested by the Principal or Acorn Park

The duties and responsibilities outlined above do not represent a full list of the tasks the post holder will be expected to perform.  It is also recognised that the duties of all posts are subject to change from time to time.  Alterations to duties and responsibilities and performance of similar tasks within the scope of and at the same level will be expected.  It is expected that this job description will be regularly reviewed by the post holder and his/her manager.  These discussions will normally take place during the Staff Development Review interview

It is important to acknowledge that the school recruits its employees under a safer recruitment policy and is committed to the safeguarding and welfare of children and young people and expects all its employees to share this commitment.   This post is exempt under the Rehabilitation of Offenders Act 1974 and the successful applicant will be subject to an enhanced check by the Disclosures & Barring Service.

Person specification
	Criteria
	Qualities

	Qualifications and training
	· GCSE (or equivalent) in English and Maths C/5 or above
· Degree (Social worker / Education desirable but not essential) 


	Experience
	· Successful leadership and management experience in a school or other relevant organisation
· Experience of managing safeguarding in a school or other relevant organisation, including: 
· Building relationships with children and their parents, particularly the most vulnerable 
· Working and communicating effectively with relevant agencies
· Implementing and encouraging good safeguarding practice throughout a large team of people
· Demonstrable evidence of developing and implementing strategies to help children and their families
· Experience of handling large amounts of sensitive data and upholding the principles of confidentiality


	Skills and knowledge
	· Expert knowledge of legislation and guidance on safeguarding and working with young people, including knowledge of the responsibilities of schools and other agencies
· Ability to work with a range of people with the aim of ensuring the safety and welfare of children 
· Awareness of local and national agencies that provide support for children and their families
· Excellent record keeping skills and attention to detail, in order to produce reports, take minutes of meetings, and document safeguarding concerns
· Good IT skills, including previous use of EXCEL
· Effective communication and interpersonal skills
· Ability to communicate a vision and inspire others
· Ability to build effective working relationships with staff and other stakeholders


	Personal qualities 
	· Commitment to ensuring the safety and welfare of children 
· Uphold and promote the ethos and values of the school
· Act with integrity, honesty, loyalty and fairness to safeguard the assets, financial integrity and reputation of the school
· Ability to work under pressure and prioritise effectively
· Maintain confidentiality at all times
· Commitment to equality
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