LITTLE HEATH SCHOOL
Job Description / Person Specification
Family Support Worker and Medical Needs Co-ordinator
	Job title
	Family Support Worker

	Grade / salary
	LBR7 Point 23-25
£33,546.43 to £34,442.84
Note: Above figures are the term time figures

	Hours
	36

	Weeks
	44.26 (Term Time)

	Reports To
	DSL 

	Location 
	Little Heath School Main Site and Sixth Form


Purpose of the role                                                                                     
At Little Heath School, working in partnership with families is central to supporting our pupils. We are looking for someone who is passionate about working with families, listens without judgement and builds positive, trusting relationships.
The Family Support and Medical Needs Coordinator will be a consistent and approachable point of contact for parents and carers, providing practical support and helping families access the services they need. The postholder will work closely with families, school staff and other professionals so that support is joined up and families feel listened to, informed and involved in their child's education and wellbeing.
The postholder will also coordinate the day-to-day administration of the school's medical needs and medication systems, under the oversight of the Assistant Headteacher. This will include maintaining records, completing routine checks and audits, following up documentation and liaising with families, nursing staff and other health professionals.
Main duties and responsibilities
Working with families
Build positive and trusting relationships with parents and carers, valuing their knowledge and understanding of their child.
Be an approachable point of contact for families who need information, advice or additional support.
Listen to families, understand their needs and work with them to agree practical next steps.
Provide individual support to identified families and follow up agreed actions.
Support families at key points, including when a pupil joins Little Heath, moves classes, and prepares for adulthood.
Carry out home visits where appropriate and agreed, in line with school procedures.
Encourage parents and carers to be involved in school life and provide opportunities for them to share their views.
Plan useful parent/carer information sessions or workshops in response to identified need.

Helping families access support
Develop a good working knowledge of the Redbridge SEND Local Offer and services available to children, young people and families.
Keep up to date with relevant SEND, Family Help, health, social care, community and voluntary services.
Help families understand what support is available and how to access it, providing practical help where needed rather than simply signposting.
Recognise that Little Heath pupils live in different local authorities and identify the relevant Local Offer and family/SEND services for families who live outside Redbridge.
Build links with relevant services and professionals and, with the family's agreement, support communication where this will help them access support.
Know when a family's needs are outside the scope of the role and seek support from the appropriate school lead or external service.
Keep a clear overview of families receiving support, agreed actions and outcomes, and review this regularly to ensure support remains appropriate and effective.

Working with school and other professionals
Work closely with class teams, Pathway Leads, the DSL/DDSLs, SaLT, OT, nursing staff and other professionals to provide consistent support to families.
Contribute to meetings with families and professionals, ensuring the family's views are heard and agreed actions are clear.
Support communication between home and school where there are concerns affecting a pupil's wellbeing, engagement or attendance.
Where attendance is a concern, work with identified families under the direction of the DSL to understand barriers and support agreed actions.
Share relevant information appropriately so that support for the pupil and family is joined up.
Identify common issues raised by families and share these with leaders to help improve the school's support and communication.

Medical needs and medication
· Support the day-to-day administration of the school’s medication systems, under the oversight of the Assistant Headteacher.
· Maintain medication records and ensure required checks and documentation are completed and up to date.
· Complete routine checks of medication storage, including fridge temperature records, and report any concerns promptly.
· Check that Individual Healthcare Plans (IHPs), parental consent and medication information are current, following up with families where information or documentation is required.
· Liaise with parents and carers regarding medication, IHPs and updated medical information.
· Support medication audits and follow up identified actions, escalating any concerns or discrepancies to the appropriate lead.
· Liaise with the school nursing team and other health professionals as required.
· Ensure medication incidents, errors or near misses are reported and recorded in line with school procedures.
Safeguarding and professional responsibilities
Promote the safety and wellbeing of pupils and always follow the school’s safeguarding and child protection procedures.
Report safeguarding concerns promptly to the DSL/DDSL and record information clearly and factually on the CPOMS.
Contribute to Early Help and multi-agency work where appropriate and under the direction of the relevant school lead.
Maintain confidentiality and appropriate professional boundaries.
Attend relevant training, meetings and INSET and keep knowledge of family and SEND services up to date.
Work across school sites and in family or community settings where required.
Undertake other reasonable duties appropriate to the role.
Safeguarding statement
Little Heath School is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. The successful candidate will be expected to share this commitment and will be subject to the school's safer recruitment procedures, including an enhanced DBS check and appropriate references. In line with Keeping Children Safe in Education (KCSiE) guidance, we may review publicly available online information as part of our recruitment process.

PERSON SPECIFICATION - FAMILY SUPPORT WORKER AND MEDICAL NEEDS CO-ORDINATOR
	Area
	Essential
	Desirable

	Experience
	• Experience of working with families, parents/carers, children or young people.
• Experience of building positive relationships with families who may need additional support.
• Experience of working with other professionals and services.
	• Experience of SEND, family support, Early Help, education, social care or community work.
• Experience of supporting families of children or young people with autism and/or complex needs.
• Experience of supporting the administration of medication, medical needs or healthcare plans in a school, care or similar setting.

	Knowledge
	•  Good understanding of SEND and the needs of families of children and young people with additional and complex needs.
•   Understanding of safeguarding, Early Help, confidentiality and professional boundaries.
•   Understanding of the challenges and barriers families may face in accessing support and services.
•  Understanding of the importance of working in partnership with families and other professionals.
•  Awareness of the SEND Local Offer and the range of education, health, social care and community services available to families.
• Understanding of the importance of accurate record keeping and following agreed procedures when supporting pupils with medical needs and medication.
	• Knowledge and understanding of autism and complex needs.
•   Knowledge of the Redbridge SEND Local Offer and local family support services.
•  Knowledge of preparation for adulthood and transition support.
•  Knowledge of services available across neighbouring local authorities.

	Skills and qualities
	• Passionate about working with and supporting families and improving outcomes for young people.
• Warm, approachable and non-judgemental.
• Builds positive and trusting relationships.
• Good communication and listening skills.
• Able to manage sensitive conversations calmly and respectfully.
• Resilient and able to remain professional when situations are challenging.
• Practical, organised and able to follow things through.
• Organised, and able to maintain accurate and clear records.
• Able to work well with families, school staff and other professionals.
	

	Qualifications 
	• Good standard of literacy and numeracy.
• Willingness to undertake relevant training and home/community visits.
	• Relevant qualification in family support, SEND, education, social care or a related area


This job description sets out the main expectations of the role and may be reviewed in line with the needs of the school.
