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	JOB DESCRIPTION



	Post Title:

Family Partnership Officer
	Post No.

H020070406
	Grade:

I

	Directorate:

Children 
	Division: 

Education 
	Section:

Family Information Advice and Support Service      

	Version: 1

Date agreed:

	Have JE markings been attached?



	Responsible to: Manager Family Information Advice and Support Service


Responsible for: N/A

DBS Required?  Y

Enhanced Check with Children’s Barred List
Enhanced Check with Adults’ Barred List

Is the post politically restricted? N

Is a Travel Allowance Payable? N

Does this post attract an Essential Car User Allowance? N



MAIN PURPOSE OF THE JOB 

To support the work of SEND Information, Advice and Support Service (SENDIASS), providing impartial expert advice and information to all parents/carers of children with special educational needs (SEN) ensuring that parents’ views are heard and understood. 

To provide impartial expert advice on Education, Health and Social Care to young people aged 16 – 25 who have SEN and/or disabilities ensuring their views are heard and understood.
To support parents/carers and young people to understand and navigate Health Services



DUTIES & RESPONSIBILITIES

	
· To develop and promote good practice in working with parents of children with SEN across Tower Hamlets and young people aged 16 - 25

· To empower young people to develop confidence in their own ability to make decisions about their future and to communicate their views effectively to professionals in Education, Health and Social Care

· To be responsible for developing and maintaining good working relationships with Health Services to support them in providing accessible information and advice to parents/carers of children with SEN and young people 

· To foster good home-school relationships, helping to resolve any difficulties that arise in relation to the assessment process or SEN provision, mediating  between parents/carers and schools or young people and colleges when there are differences of opinion or communication has broken down.

· To advise parents and/or young people on how to contribute their views as part of the SEN assessment and review process, ensuring that they understand formal SEN procedures and the role they can play in decision-making about education.

· To carry out outreach work which engages with parents/carers of children with SEN who are at risk of social exclusion and with young people themselves.

· To manage casework providing intensive specialist advice and on-going support for parents of children and young people with SEN.

· To liaise with professionals in Education, Health & Social Care attending meetings with parents/carers and young people themselves offering disagreement resolution and mediation where necessary. 

· To provide expert advice and information on Advice Line and digitally to parents and young people

· To work with colleagues to produce resources and leaflets developing new information sheets on Health Services

· To continuously update the information available to parents and young people about services on offer in the borough and develop specialist knowledge with particular focus on Health provision.

· To signpost to other services, where necessary, deciding when to enlist the professional advice of other agencies.


· To deliver presentations and seminars to colleagues in other services and organisations to promote good practice in working with parents of children with SEN and young people themselves


· To support Tower Hamlets Forum for Young People with SEN and/or Disabilities (Our Time) in encouraging young people’s participation at strategic level

· To keep up to date with national developments and changes in Education, Health and Social Care Law and disseminate information to Parent and YP volunteers and relevant professionals.

· To maintain accurate and up to date records and record diversity monitoring information on the team’s electronic database, producing reports and providing the Local Authority with statistical data when required.

 



General Terms

· To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s performance, development and review scheme. 

· Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation.  To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.

· To undertake additional duties that may arise from time to time commensurate with the grade of the post. 
______________________________________________________________
SPECIAL TERMS AND CONSIDERATIONS

·   To be able to work evenings and weekends with appropriate notice;






	
Person Specification for the Post of Family Partnership Officer

	
Essential (E)
or
Desirable (D) (if applicable)

	
Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	· In depth knowledge of and familiarity with the UK education system, particularly in relation to special educational needs assessment and provision.

· A good understanding of education law and equality legislation in relation to disability and SEN.

· A sound knowledge of the local community and the needs of parents/carers.

· Good understanding of mediation and disagreement resolution.

· Knowledge of the range of voluntary and statutory services that exist to support parents/carers and families locally and nationally.

· An understanding of the importance of maintaining Customer Service Standards (team protocols on ways of working with parents), e.g. respecting the confidentiality of service users.

· Knowledge and understanding of the principles that underpin specialist support to parents and young people
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	Qualifications
& Experience
	
· Experience of supporting parents/carers and families of children with special educational needs in community or education settings.

· Experience of providing advice information and support to young people

· Experience of working independently and keeping accurate written records.

· Experience of giving advice and information, particularly to vulnerable families.

· Ability to facilitate specialist groups, workshops or courses. 

·  Ability to make presentations in a variety of contexts and to a range of audiences.
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Living the TOWER Values sets out the essential behaviours required of all staff. 
They are aligned to the organisation’s five TOWER Values


	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	Ability to communicate clearly and effectively working collaboratively with a range of professionals, partners and service users

	E
	A/T/I

	We are OPEN and transparent

	Approachable and actively seeks feedback from others to improve how they do things.
	E
	A/I

	We are WILLING to challenge, innovate and be accountable

	Commitment to providing a responsive and supportive service and a willingness to constantly seek ways of improving the service in consultation with stakeholders

	E
	A/T/I

	We empower each other to be EXCELLENT and go the extra mile

	Takes the initiative to improve outcomes because they can explain the difference they have made
	E
	T/I

	We RESPECT all communities, they are the heart of everything we do

	Actively listens to customers and takes steps to making things better for customers
	E
	T/I

	Additional Requirements
	Willingness to work outside of contracted hours in the evenings and weekends subject to notice.

To comply with the requirement to carry out a DBS check on this role. 
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