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	STATUS

Job Title:             Family Support Coordinator
Accountable to:  Head of Wandsworth Sensory Support Service/Headteacher
Grade:                 Scale 5 (Term Time Only – 39 Weeks per year)
  

	CONTEXT

The post holder will be responsible for creating and maintaining a range of family engagement strategies. 
The post holder will seek to coordinate an effective relationship between the school and the families of the students.
The post holder will also be responsible for engaging with families around the issue of attendance and work with families to develop strategies to help improve attendance where issues exist.



	Family Engagement
· Coordinating and engaging families with relevant training courses such as e-safety

· Build and maintain effective communication between the school and families.

· Evaluate and maximise engagement opportunities 

· Develop strategies for engaging with families who are potentially hard to reach (due to language, distance or other potential barriers).
· Identify families at potential risk of disengagement; developing strategies and initiatives to promote inclusion and engagement 

· Signposting families to other external organisations or support services as appropriate.
· Act as a point of contact for families of new students ensuring that they are aware of the advice, guidance and support that the Family Centre can provide.
· Feedback and report to SLT regarding engagement initiatives and strategies particularly with regards to families at risk of or have suffered disengagement.
· Recognise and respect differences in different families enabling the school and family to work together to maximise outcomes for students.

School Attendance
· Liaise with families around issues relating to attendance.

· Identify students whose attendance has fallen below the expected level and engage with relevant stakeholders to formulate strategies to improve attendance levels.
· Work with SLT and class teachers to communicate and engage families with strategies to improve attendance

· Provide feedback to SLT/Class teacher around engagement and understanding of strategies that have been put in place.

· Contribute (where appropriate) to annual reviews providing feedback around attendance and strategies that are currently in place.
· Provide reports when required in relation to attendance

Marketing

· Producing and managing marketing and branding for Linden Lodge the Wandsworth Sensory Support Services (WSSS)

· Developing and utilising comprehensive marketing and event evaluations to analyse event effectiveness and inform future event planning
· Production of termly newsletters for the school, service and to support fundraising.

· Taking a lead role in the development and maintaining of the family centre as a recognisable brand. 
· Act as the first point of contact for Family Engagement events.
· Assist with the marketing of Family Engagement events.
Website

· Management of appropriate webpages/sites linked to both the family centre and fundraising.

· Keep and maintain an overview each month to keep up with national changes in education and health that are relevant to the centre

· Market events on the appropriate web pages.

· Use the website to assist with promoting the centre and engaging the wider community where appropriate.

General
· Provide reception cover in the Isobel Centre when required.
· Producing reports when required for analysis and further development of programmes
· Undertake any other duties as required which are commensurate with the post and grade



	Safeguarding

  
	Be fully aware of and understand the duties and responsibilities arising from the Childrens’s Act and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation

Be fully aware of the principles of safeguarding as they apply to vulnerable adults to the workers role

Ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection



	Leadership
	To work under overall supervision of Head of Service.  Liaising closely with Administrative Officer.


	CPD
	Commitment to own continued professional development. 


	Teaching and Learning
	To develop a clear understanding of current educational themes and priorities.


	Service and Self Review
	Participate in the Service’s Self Review of performance. 


	Behaviour / Risk Management
	Work with other colleagues to ensure safety of both workers and users at all times.

	Supporting other colleagues


	Work with and support other colleagues to ensure the smooth and effective running of the Administrative Department and the Service as a whole.


	GENERAL DETAILS



	REVIEW

This job description does NOT define all the duties and responsibilities commensurate with the post. As such, it will be reviewed at the end of the academic year or earlier if necessary and may be amended at any time after consultation with you.
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