Complementary Education Service
Job Description
Post: Elective Home Education Officer, Grade H SCP 26    36 hours per week, full time, year-round, 1 year fixed term in the first instance.
Reports to: Service Lead Complementary Education
Job Purpose
· The Complementary Education Service has responsibility and oversight for all aspects of Elective Home Education. The purpose of the role is:
· To provide advice and support to parents and care givers and to implement a robust framework to determine the suitability of provision for children who are home educated.
· To work closely with colleagues to ensure that home educated children are accessing safe, high quality educational provision relevant to the aptitudes, needs and aspirations of pupils. 
· To work in partnership with schools and a range of agencies to improve safeguarding practice and to investigate and follow up safeguarding concerns
Key Duties:
· To implement procedures outlined within Sefton Council’s Elective Home Education Policy to provide support and advice to home educating families across the borough and to monitor educational outcomes for pupils.
· To strive to support and develop excellent educational outcomes for home educated children and young people across the borough, whilst demonstrating compliance with the council’s statutory duties to safeguard children.
· Undertake a key role working and collaborating with other partners to safeguard children and ensure that children that are accessing a suitable education offer and/or safe activities out of school. 
· Provide a key point of contact for parents, carers and / or providers, and engage and influence stakeholders to ensure that statutory duties are met, and stakeholders challenged when they are not.
· To support home educators regarding qualifications and examination arrangements
· To link with providers to support and oversee continuing post 16 educational arrangements
· To attend Child protection, Child in Need and Early Help Meetings related to caseload
· Have a firm understanding of SEND processes.
· To determine the suitability of education provided by home educating families through support, engagement and in exercising professional curiosity.
· Support families’ arrangements to ensure the educational arrangements take into account pupil progress, continuity and progression in accordance with pupils’ stages of development
· Ensure pupil voice is recognised and acknowledged at all times.
· The role holder will represent the Local Authority at a local and regional level, for example at regional networking groups and in designated projects.



Key Role Accountabilities:

· Advise others and deal with sensitive issues in difficult situations inside and outside own area, negotiating riskier demands
· Effectively resolve difficult situations and undertake negotiations with colleagues and stakeholders while maintaining independence
· Ensure the Council is compliant with its statutory duties to safeguard children and young people.
· Effectively co-ordinate resources to support the principals of ‘joined up’ communication and to ensure efficiencies are achieved.
· Personal commitment to continuous self-development and service improvement
· Through personal example, ensure diversity is positively valued, resulting in equal access and treatment in- service delivery and communication with families and stakeholders.
· Undertake lone working in accordance with the service policy where required.

Skills
· Communication Skills: to effectively transfer key and complex information adapting the style of communication as necessary and ensuring that this information is understood.
· Provide accurate, relevant, and up to date reports.
· Input and analyse pupil data effectively.
· Analytical Skills: identify patterns and trends that may impact on decisions and propose realistic conclusions identifying the risks and any assumptions made.
· Excellent time management skills, creating own work schedules, prioritising, preparing in advance and setting realistic timescales. 
· Problem Solving and Decision Making: Ability to adapt to new or unfamiliar situations and to select the appropriate course of action to produce a logical, practical, and acceptable solution.
· To utilise reflective practice to develop and improve outcomes for young people.

Knowledge
· To have a firm understanding of safeguarding procedures and the document, “Keeping Children Safe in Education Document” (KCSIE)
· An understanding of legislative frameworks and national guidance relating to Elective Home Education.
· Firm understanding of curriculum development and progression across Key Stages.
· Knowledge of school-based assessment frameworks and procedures.

Qualifications and Experience (Role Specific)
· Qualified Teacher Status (QTS) or PGCE
· Experience of working within an educational setting or context and across more than one Key Stage
· Experience of planning and delivering effective, high-quality teaching and learning experiences or interventions
· Ability to use a range of methodologies to effectively evaluate and assess pupil progress and attainment
__________________________________________________________________________________

Owing to the nature of the client base, and Complementary Education’s multi-disciplinary approach, there will be times when the post holder will be expected to work in a variety of settings, and occasionally outside school hours.

The authority has approved a policy on equal opportunities in employment and copies are freely available to all employees.

All members of staff are responsible for the implementation of the Health & Safety Policy so far as it affects them, their colleagues and others who may be affected by their work. The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

The post is registered as exempt from the Rehabilitation of Offenders Act 1974 in accordance with the Police Act; the successful candidate must be able to obtain satisfactory enhanced criminal record disclosure in order to be appointed to the post.  In this respect a criminal records check will be undertaken prior to confirmation of appointment.

A casual user Car Allowance is applicable

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.
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