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BOWER PARK ACADEMY

Job Description:

Post title: 		Educational Welfare Officer
Reporting to:		Assistant Principal
Place of Work:          Bower Park Academy  


Job purpose:

This very important post contributes enormously to raising student achievement. The EWO works closely with teaching and non-teaching staff to help students overcome barriers to learning, particularly but not exclusively, in attendance and punctuality.  Liaison with the Borough’s Statutory EWO Service will also be essential.


1.0 Main Responsibilities and Tasks:

1.1	To help meet the Academy’s attendance and punctuality targets. This to include:

· working with Academy leaders to raise the profile of the importance of good attendance whilst ensuring compliance with Policy;
· checking and monitoring the attendance and punctuality of students.  This to include carrying out regular checks of Academy and lesson attendance and punctuality and taking appropriate follow-up action;  
· monitoring in particular the attendance of Looked After Children, and following up as appropriate, including attending review meetings;
· similarly, monitoring in particular the attendance of students on alternative provision, and following up as appropriate, including attending review meetings;
· ensuring that parents and staff are aware of their statutory responsibilities around attendance;
· working with students and families to establish the reasons for non or poor attendance, making assessments and using appropriate strategies to aid return to the Academy; this to include unsupervised home visits;
· chairing attendance panels and following up decisions;
· convening or attending, as appropriate, multi-agency meetings to help improve attendance.
· using appropriate legal action, in conjunction with Havering Education Services, against parents not upholding their statutory responsibilities; this to include compiling and presenting evidence in court, issuing fixed penalty fines or other legal sanctions introduced by statute;
· liaising actively with out of borough EW Services;
· being responsible for holding any statutory orders made in the Magistrates or Family Proceedings Courts, such as Education Supervision Orders and Parenting Orders;
· keeping detailed records of all interviews, in and out of school;
· reporting regularly to the Directors of Learning and members of the senior leadership team on overall attendance statistics, patterns of attendance and individual problems;
· completing DfE and borough attendance returns as required;
· completing C.A.F.s as appropriate. 


1.2 	To follow the Academy’s Child Protection procedures, in line with DfE guidelines and in liaison with the relevant Child Protection Officers (N.B. except in cases involving accusations against staff).  This to include:
      
· making referrals to Social Services where appropriate;
· attending planning and review meetings;
· monitoring attendance of students on the Child Protection register;
· contributing training on Child Protection to staff;
· maintaining excellent records of all meetings and concerns communicated to you;
· keeping the head and Child Protection Officers, fully informed at all times.


1.3.	To support students and parents in all matters of welfare and issues which provide a barrier to learning.  This to include:
   
· drop-in sessions;
· regular meetings with Directors of Learning;
· attendance at Student Support Service meetings;
· liaison with outside agencies – e.g. Connexions or similar; 

1.4	To keep up-to-date with all legislation regarding the above – e.g. Every Child Matters, The Children Act, Children’s Trusts, C.A.F. etc., attending training as appropriate.

For a full time position:

1.5	To lead on the Academy’s alternative provision (AP):
· monitoring the attendance of students on AP
· ensuring that funding from the LA for provision is reclaimed
· keeping accurate records of who is on AP and where
· ensuring that students are visited to check on their welfare

2.0     Other Main Duties

2.1	To be fully aware and understand the duties and responsibilities pertaining to the Children’s act 2004 in relation to child protection and safeguarding children and young people, reporting all concerns to an appropriate person;
2.2      To be aware of and support difference and ensure equal opportunities for all.
2.3	To play a full part in the life of the Academy communities, to support their ethos and to encourage students, staff and colleagues to do the same.
2.4	To engage actively with the performance review process and take responsibility for own training and development.
2.5	To undertake any other duties that the Head or responsible person may reasonably request.
2.6	To comply with the Academy’s health and safety policies at all times and to take responsibility for own and others Health and Safety, ensuring issues are raised or reported as required to senior management or Health and Safety representatives.


3.0	PERSON SPECIFICATION

3.1	Qualifications

Essential:  GCSE English and Maths or equivalent
      Clean driving license

3.2	Experience & Knowledge

a) Experience of working with young people, parents and families, preferably in an educational context;
b)	Experience of working as part of a team;
c)	Experience of working within a statutory framework, preferably one involving presenting cases in Family courts.
d)	Knowledge of relevant recent legislation, including the Children Act and Every Child Matters;
e)	Knowledge and understanding of Child protection issues;
f)	Knowledge of school systems and how these impact on attendance;
g)	Knowledge of IT systems, including Microsoft Office, databases and other relevant software.
e)	Understanding of the social reasons which impact on poor attendance and barriers to learning;
f)	Understanding of the implications of Equal Opportunities as they relate directly to the post;

3.3	Competencies and Skills.  (Evidence of the ability to):

a)	Organise own work, deciding on priorities and keep to agreed deadlines;
b)	Maintain accurate records, interpret statistical data and write concise, accurate and informative reports;
c)	Communicate effectively orally and in writing to young people and adults;
d)	Use ICT systems effectively;
e)	Counsel young people effectively;
f)	Work in a flexible way.

3.4	Personal attributes 
	
a)	Ability to develop constructive relationships and communicate with 			other agencies and professionals;
b)	Ability to display resilience under pressure and when making difficult decisions.
c)  An excellent record of attendance and punctuality.	



Although some specific responsibilities may be fixed as part of an individual’s job description, there will be a regular audit of tasks and responsibilities within this job description to ensure they meet the needs of the business in the future. Some tasks or aspects of responsibility may change over time in response to internal and external changes or to maximise opportunity for professional development and the need to ensure a collaborative approach to all aspects of work. Any significant changes to this job description will be discussed with the individual.
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