SEFTON MBC – JOB DESCRIPTION           

Department: Education Excellence  	Job Title: Portage Advisor  
                 		
Grade: G					Post Number: 300453		

JE Number: 1750 				Location: Magdalen House 


MAIN PURPOSE OF JOB

· To work in partnership with parents and carers to empower and enable them to support their child’s development.

· To provide an individualised home teaching service, based on the model recommended by the National Portage Association to ensure Early Years children SEND have their educational needs understood and met.

· To work collaboratively with parents/carers and a range of professionals to support Early Years children with significant and complex special educational needs.

· Plan and Deliver Portage Stay and Play sessions for children and Families. 


MAIN DUTIES & RESPONSIBILITIES

· Management of new referrals, waiting list and caseload of families.

· Devise and deliver a detailed and highly structured programme of play based activities for the parent(s)/carer(s) and the child, to be carried out on an agreed basis in the home setting, and where appropriate, in a nursery setting.  

· Make an initial assessment visit to families and lead discussions and decisions regarding allocation of appropriate service.

· Prepare an initial assessment report describing the child’s baseline skills at the start of the Portage Programme and to participate in team discussions and decision making regarding the allocation of resources to families.

· Undertake those activities necessary to foster all areas of development of a child.

· Keep a written record of a child’s current skills, based on observation and teaching, using the Portage developmental checklist or similar published checklist in conjunction with the parent(s)/carer(s).

· Produce written records of the child’s development and send to the appropriate agencies including Paediatricians, Therapists and SENCOs of settings.

· Monitor and report on a child’s progress, achievements and any concerns through regular home visits and to prepare any further activities according to the current rate of progress.

· Prepare reports for the child and family, and other involved professionals, which identify progress made toward the teaching objectives.

· Support the transition of children known to the service into a pre-school / nursery setting, through visits to the setting and by providing advice to staff.

· Work closely with other colleagues in the Early Years SEND team, wider Early Years Service and Inclusion Service.

· Attend and participate in multi-disciplinary meetings.

· Liaise and, where necessary, work directly with Early Years providers concerning children on the caseload. 

· Review and assess Portage Service delivery and contribute to ongoing service development.

· Co-ordinate distribution of parent questionnaires, collate information and produce written report at the end of the year including statistics.

· Maintain Portage files.

· Represent the Portage Service locally and act as a local point of contact and information.

· Prepare materials and maintain equipment.

· Undertake such necessary office management duties as to ensure the efficient functioning of the area base (e.g. post, phones, email).

· Attend and participate in multi-disciplinary meetings.

· Participate in personal professional development and training.

· Comply with all health and safety policy legislation in the performance of their duties and responsibilities.

· Have a yearly Professional Development review.

· Have an awareness of current legislation relating to children re: safeguarding.

· Contribute to the development of the Early Years Service

· Maintain confidentiality and observe Date Protection guidelines.

· Be committed to personal professional development and training.

Date:
Completed by:
Job title:


PERSON SPECIFICATION

Post:  Portage Advisor

Department: Early Years Team        Division: Sefton SEN and Inclusion Service


	Personal Attributes Required
	Essential (E)
Or
Desirable (D)
	Method of Assessment*

	
Qualifications / Training

BTEC Level 3/NVQ Level 3 or equivalent

	


E

	


AF


	
Experience

Knowledge of children’s developmental needs and
experience in meeting them

Knowledge and experience of the Portage model of supported learning for children with additional needs

Completion of a Portage Workshop delivered and certificated by an NPA Accredited Trainer

Experience of working with young children who have additional needs and their families.

Experience of multi-agency and multi-professional
working

Knowledge of issues of equal opportunities as they affect children with additional needs.

	



E




D



D



E




D




E


	



AF and I




AF and I



AF and I



AF and I




AF and I




AF and I













	
Skills/Knowledge / Aptitude

Ability to communicate clearly and accurately, both verbally and in writing.

Ability to keep accurate records.

Ability to recognise and deal appropriately with
confidential and sensitive information.

The ability to establish constructive relationships with
children, families and professionals.

The ability to work effectively and methodically, using
initiative when required.

Ability to work as a member of a team.

Ability to manage work load effectively and flexibly,
including meeting deadlines for reports / referrals

Ability to fulfil the travel requirements of the role

	


E




E


E




E



E



E



E



E
	


AF and I




AF and I


AF and I




AF and I



AF and I



AF and I



AF and I



AF and I





*AF – Application Form
   I - Interview




