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	Inclusion Support Officer – Virtual School for Children looked After
Job Description & Person Specification
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[bookmark: _Toc5793736]Job Information
	Post Title
	· Inclusion Support Officer – Virtual School 

	Reports to:
	· Data, Inclusion and Finance Manager – Virtual School

	Grade and Salary:
	· RG4- SCP11 to SCP 22
· One-year fixed term contract, to be reviewed annually, as this post will be funded via Pupil Premium Plus grant which is confirmed annually.

	Location
	· Civic Centre, Reading

	Conditions:
	· 37 hours per week

	Direct reports to the post:
	· None



[bookmark: _Toc5793737]Job Purpose
Brighter Futures for Children is improving outcomes for Reading's children, young people and families. 
We are an independent, not-for-profit-company, wholly owned by Reading Borough Council. Our responsibility is to deliver quality children's services, early help, education and Special Educational Needs and Disabilities (SEND) services in the borough.
The Local Authority has a statutory duty under the Children Act 1989 to safeguard and promote the welfare of a child looked after by them. This includes a duty to promote the child’s educational achievement wherever they live or are educated. 
The Virtual School Inclusion Support Officer will report to the Virtual School Data, Inclusion and Finance Manager and will support the Virtual School Assistant Headteachers for Early Years/Primary and Secondary/Post 16 to promote the educational achievement of children looked after by monitoring attendance, supporting with Personal Education Plans (PEPs), preventing exclusion and promoting inclusive practice with schools and partner agencies in order to improve outcomes for children looked after.
[bookmark: _Toc5793738]

Designation of Post within Company Structure
[bookmark: _Toc5793739]The Virtual School Education and Inclusion Officer will report to the Virtual School Finance, Systems, and Inclusion Manager 
Brighter Futures for Children Board (BFfC)



BFfC Managing Director 




						Director of Education




Headteacher – Virtual School


Virtual School Assistant Headteacher  Early Years  & Primary

Virtual School Education Support Officer

Virtual School Assistant Headteacher for Children with a Social Worker 
Virtual School Data, Inclusion and Finance  Manager
Virtual School Assistant Headteacher Secondary & Post 16




Virtual School Inclusion Support Officer



1. Your role
· To promote the educational achievement of children looked after by increasing school attendance, preventing exclusion and promoting inclusive and therapeutic approaches and practice.
· To provide a specialist service to assist schools in and out of borough in meeting their obligations and targets in relation to school attendance, especially persistent absence.
· To implement and oversee the attendance collect system which operates through the e PEP system.
· To train and support Designated Teachers/Attendance Officers in schools to embed the attendance system through the e PEP process.
· To liaise with the e GOV digital team and Virtual School Data, Inclusion and Finance Manager to ensure all data for children looked after is accurate on the e PEP and attendance collect system.
· To ensure that Designated Teachers/Attendance Officers in schools are inputting children’s attendance data daily into the e PEP system.
· To track and monitor children looked after’s daily attendance records through the attendance collect system and follow up any absence from school with Designated Teachers, Social Workers and Foster Carers.
· To use the attendance collect system to forensically analyse attendance data across all key stages and provide update reports and findings to the Virtual School Data, Inclusion and Finance Manager.
· To be alert to any child looked after who is at risk of exclusion and prevent fixed term/permanent exclusion through early intervention work with Designated Teachers, Attendance Support Officers, Social Workers and Carers. 
· To refer any child where absence or exclusion is a concern to the VS Emotional Health and Well-Being Triage Support Group.
· To support the VS Assistant Headteachers, with Personal Education Plans and where required attend PEP meetings/Annual Reviews for children looked after with low attendance or fixed term exclusion and listen to and promote the voice of the child.
· To support the use of Pupil Premium Plus funding, using the VS needs led model, to implement innovative and creative approaches to promote inclusive practice and determined advocacy for children looked after.
· To support schools to adopt and model therapeutic thinking approaches to behaviour to support children looked after where absence and exclusion is a concern.
· To build and foster strong relationships with Designated Teachers and Carers to ensure that children looked after are not missing education.
· To attend children missing education meetings and report any concerns for children looked after to the Data, Inclusion and Finance Manager.
· To work closely with admission and SEND teams to ensure that when a child looked after changes placement or school they are admitted into a new setting, within statutory timescales, avoiding unnecessary drift and delay to avoid them missing education
· To take reasonable care of your own health and safety and co-operate with management, so far is necessary, to enable compliance with the company’s health and safety rules and legislative requirements
· To undertake such personal training as may be deemed necessary to meet the duties and responsibilities of the post
· Brighter Futures for Children is a dynamic organisation which recognises the need to respond flexibly to changing demands and circumstances.  While this job description provides a summary of functions and responsibilities of the post, this may need to be adapted or adjusted to meet changing circumstances.  Such changes would be commensurate with the grading of the post.


Criteria to progress through the Gateway 

· [bookmark: _Hlk31200360]Lead on arranging attendance panels with relevant professionals to address concerns relating to children looked after’s absence from school and prevent them from missing education.

· Lead on implementing strategies and interventions to prevent exclusion and ensure children looked after have good attendance at school.


[bookmark: _Toc5793740]2. Relationships – who you will work with
	Internal:
	
· The Virtual School
· Education and Children’s Social Care Teams
· SEND Service
· Admissions
· Safeguarding and CME Education Officer
· Partner Agencies, for example, Attendance Support Service, Educational Psychologists, Youth Offending Service.


	External:
	Develop and promote strong partnerships with:
· Schools 
· Designated Teachers for Children Looked After
· Foster Carers
· Virtual Schools in other local authorities
· E GOV Digital




																
[bookmark: _Toc5793741]3. What your performance will be measured against
· Personal objectives set as part of your continuous professional development, 1 to 1 meetings and Performance and Development Conversations
[bookmark: _Toc5793742]4. Your level of autonomy
· Required to work as part of a team as well as using own initiative to deliver objectives  	
[bookmark: _Toc5793743]5. Personal Attributes
· Confident
· Approachable
· Determined Advocate for children looked after
· Innovative
· Creative
· Solution focused
[bookmark: _Toc5793744]6. Scope of Job (Budgetary/Resource Control/Impact)
· N/A
 
[bookmark: _Toc5793745]Special/Other Requirements/Responsibilities of this Post
	
	

	Level of DBS check required for this post
	Enhanced with a check of the barring list(s)

	If *, does the post require a check against the list of people barred from working with vulnerable adults? 
	No

	If *, does the post require a check against the list of people barred from working with children?
	YES 

	What other security/safer recruitment clearances are required for this post? (excluding standard identity/work permit/education qualification checks)
	NONE

	Is this post “politically restricted”?
	NO

	Responsibility for Health & Safety:
	YES Level 1

	Please specify responsibility for implementing the company’s risk management strategy as it applies to the service, ensuring risks to service delivery and specific projects or initiatives are recognised and that actions are taken and monitored to mitigate risks identified
	N/A

	Please specify any other Statutory Duties and/or responsibilities of this post not already covered in the “Main Duties & Responsibilities” above
	To promote the educational achievement of children looked after and previously looked after.
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Person Specification
[bookmark: _Toc5793747]Qualifications & Education
Essential:
· Educated to GCSE level including English and Maths at Grade C – 4/5 or above, or equivalent qualifications 
· Evidence of on-going professional development.
Desirable:
· A relevant degree
· [bookmark: _Hlk58893005]A professional qualification relevant to the post or other related qualifications. 
[bookmark: _Toc5793749]Experience
[bookmark: _Toc5793750]Essential:
· Experience of monitoring attendance systems, preventing exclusion and promoting inclusive practice.
· Experience of the Personal Education Plan process
· Experience within the relevant children’s services environment (i.e. schools, colleges or local authority)
· Experience of working within a multi-agency environment and forging successful partnerships.
· Experience and understanding of Children Looked After and a determination to act as their advocate to improve their life chances.
· Knowledge of current local and national issues impacting upon the service and be able to demonstrate an understanding of the needs of children and young people looked after in Reading and those living out of borough.
[bookmark: _Toc5793751][bookmark: _Hlk58892043]Desirable:
· Knowledge and experience of working in a Virtual School setting.
·  At least one year’s related experience of work within a school attendance related service or school administration. 

[bookmark: _Toc5793752]Skills, Abilities & Competencies
[bookmark: _Toc5793753]Essential

· Working with children, young people, parents and families preferably within an educational context 
· Ability to find and implement creative and innovative solutions for children who have persistent absence and are at risk of exclusion.
· Excellent verbal and written communication skills 
· Working with professionals from other agencies in a multi-agency context 
· Using IT systems to compile reports as well as analysing statistical data for monitoring and reporting purposes 
· 
[bookmark: _Toc5793754]Desirable:

· Demonstrate knowledge of national attendance regulations for schools 
· School systems and an understanding of the issues around attendance and persistent absence
· Knowledge of electronic PEP and attendance systems

[bookmark: _Toc5793755]Additional Working Requirements
[bookmark: _Toc5793756]Essential:
· Job involves working with sensitive and confidential information about children and will be subject to an enhanced DBS check. 
· Commitment to safeguarding and promoting the welfare of children and young people.
· Ability to work from home as required
· Ability, as and when required,  to attend meetings at Reading Civic Offices and schools both in and out of borough
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