
Child and Family Support Officer 
 
General Description of the Post: 
To work with families, parents, carers and Mapplewells staff to enable children and young people to have full 
access to educational opportunities and overcome the barriers to learning. To work as part of a team to 
improve the life outcomes and opportunities for school-aged children and their families by providing a range 
of family support interventions and activities. To work as part of a team to deliver focused family support to 
improve the social, emotional development and health of pupils at the school and their families. To work with 
the attendance team to raise attendance and punctuality levels, providing targeted work with the families of 
young people who are persistently absent and/or late. To develop and maintain links between Mapplewells 
and external agencies to ensure the safety and well-being of all children. To provide advice and signposting to 
enable families to access relevant services. To be part of the DSL/ safeguarding team in school. 
 
 
Duties and Responsibilities 

 To work alongside the Senior Leadership Team (SLT) to provide family centred support to remove 
barriers to children’s learning 

 Work alongside staff, providing support and signposting services to families 
 To help promote positive learning behaviours across the school 
 To work with the school’s inclusion team to help coordinate provision 
 To liaise with parents, as required, supporting with the welfare of children or home/school liaison 

matters 
 To prioritise work to meet conflicting deadlines 
 To use IT applications and databases effectively to deliver administrative tasks 
 To operate the range of school management information systems as required 
 To input and retrieve data using computerised systems 
 To collate and prepare information from a variety of sources 
 To communicate effectively with internal & external stakeholders in relation to work undertaken 
 To liaise with and support parents with regards to early intervention and safeguarding Children 
 To communicate effectively with internal & external stakeholders in relation to student 
 absence 
 To ensure children access the early help that they need to further improve outcomes, including 

attendance management 
 To liaise with staff and external agencies to identify pupils at risk of disaffection and to devise, 

implement and evaluate plans put in place 
 To work with the SLT/School Office to develop and implement attendance strategies and plans for 

non-attenders 
 To build up detailed knowledge of the external agency support available, serving as the initial point of 

contact for families 
 To support the speedy and effective transfer of information between school, agencies, and services 
 To undertake and implement the role of Designated Safeguarding Lead within the school 
 To maintain regular contact with families and carers of children receiving support and encourage 

family involvement in terms of children’s learning 
 To identify parents/carers and children who require transition support and liaise with appropriate 

school staff and external agencies to ensure appropriate support is in place to achieve a smooth 
transition 

 To liaise with SLT and attend meetings as required 
 To liaise with the SENDCo to ensure a coordinated approach to inclusion 
 To participate in meetings as a school representative with external agencies 
 To work with others to help improve work organisation and effectiveness 
 To utilise tact and diplomacy in communication with children and families and to exercise an 

empathetic approach when dealing with sensitive situations 



 To ensure that record keeping in relation to individual casework and team activities is maintained to 
the required standard and statistical data is readily available for monitoring and evaluation purposes 

 To assist SLT in preparing referrals for Early Help 
 To follow Mapplewells procedures and protocols for outreach work for individuals or groups of 

children 
 To adhere to strict guidelines of data protection, safeguarding and child protection as well as 

Confidentiality 
 To deliver and plan effective lunch time interventions/ activities to support children in their personal 

and social development 
 
Child Protection and Safeguarding 

• To follow all Child Protection and Safeguarding policies and procedures 
• To serve as a Designated Person for Safeguarding at Mapplewells 
• Undertake relevant continuing professional learning (CPL) and training to fulfil the role 
• To facilitate effective links between families and school, including setting up meetings in school, 

accompanying children to meetings and being the school representative where appropriate 
• To make strategic decisions in liaison with the school and external agencies 
• To represent school at Child Protection case conferences, review meetings and core group meetings to 

plan and advise on future actions 
• To develop and promote effective working relationships with all other external services and those 

agencies involved in safeguarding children, including the statutory agencies such as Social Care 
• To maintain a working knowledge of provision for specific groups of pupils such as those children with 

complex needs, as well as Looked after Children 
• To make appropriate referrals to external agencies including Early Help. 
• To develop robust systems to record all issues related to children, subject to Social Care involvement 
• To be responsible for writing Early Help Assessment Forms (EHAFs) for identified children and liaising 

with appropriate staff to gather necessary information 
• In liaison with staff, produce reports for external agencies 
• Act as first point of contact for Looked After Children 
• To undertake home visits as necessary, following school procedures and guidelines 
• To support the SLT with providing evidence for external safeguarding audits 
• Support teaching staff in their understanding, use and production of inclusion or Child Protection 

information 
• Undertake any training as identified by the SLT and Governing Body 

 
General 

• Undertake any other duties as reasonably required by the SLT and Governing Body 
• Contribute to the wider life of the school community 
• Undertake essential CPD as appropriate 
• Keep up to date with developments, attending networks relevant to the role and communicate these 

to staff as required 
• Contribute to and follow agreed school policies and procedures 
• Appreciate and support the role of other professionals 
• Attend and participate in relevant meetings as required 
• Participate in appraisal, training and professional development as required 

 
This is not an exhaustive job description and does not intend to specify the proportion of time spent 
on any of the duties outlined herein. The job description is not prescriptive, nor necessarily a 
comprehensive definition of the post. As such, it may be subject to amendment after consultation to 
meet the changing needs of the school. 


