Job Description

Holy Family P.S

Post Title:


Parent Support Programme Co-ordinator

Department:


Education

Grade:


Support Officer

Section:


Curriculum Advice Support Service

Hours:


37 Hrs

Salary

Responsible to:
Line management and support for project development will be provided through the Board’s ‘Parent Support Programme’

Responsible for:

N/A

Functional Links with:
Education Welfare Service;





Educational Psychology Service;





Teams within Curriculum Advice





Support Service





A range of other Statutory,





Community/Voluntary Organisations

Parents and young people in the communities that are the ‘catchment’ areas for the school. 

Main purposes of the job:

To develop a whole school approach to involving and supporting parents in the education system.

The co-ordinator will utilise a model of practice that has been developed through the work of the Board’s Parent Support Programme and examination of other examples of good practice and research.  She/he will work intensively with school staff, parents and young people in order to provide support.  Particular emphasis will be placed on developing contact with vulnerable parents and children in the school and community and delivering ‘need’s led’ programmes of support in a diverse way.  In addition support will be delivered to other parents and parent groups.  This will be done with the support of a range of partners who will form a support structure and will be multi disciplinary in nature.

Major Duties and Responsibilities:

Job Areas

Work with the staff in Holy Family Primary School: 

Undertake work with the whole staff team in Holy Family Primary School in order to ensure a whole school approach to involving and supporting parents.

Support individual staff members in the school in making the appropriate connections between their work in the classroom and work with parents.

Develop appropriate training and deliver to the staff team and others including the organisation and delivery of training during residential.

Work closely with the senior management team within the school in exploring creative ways in which to involve parents in the school and in the education of their children.

Curriculum Related Work:

Ensure that connections are made between the parenting initiative in the school and other initiatives e.g. Enriched Curriculum, Literacy, and Initiative.

Establish baseline measurements that include the areas listed above for the purposes of determining the joint impact of the parenting initiative and other initiatives.

Monitoring and Evaluation: 

Ensure that stringent monitoring and evaluation mechanisms are agreed and established and that these include measurement of the work done in relation to other school based initiatives e.g., Enriched Curriculum; Literacy Initiative.  

Establish appropriate recording mechanisms.

Development of partnerships and multi disciplinary working:

Undertake an audit of the ‘catchment’ areas for the school for the purposes of identifying a range of other service providers and organisations with which partnerships may be developed.

Established a working group consisting of a range of relevant partners to oversee the development of this initiative in the school/community.

Work with Parents/Carers:

Develop contact with a range of parents and parent groups associated with the school.

Ensure the development of ‘needs led’ programmes in support of parents including programmes that are curriculum related.

Provide support to parents/carers in a variety of ways and within a flexible working approach.

Negotiate home visits in order to establish relationships based on respect and trust with parents/carers of families.

Ensure that specific processes to engage the most vulnerable parents/carers/pupils are established.  

Undertake ‘whole family’ work as appropriate (subject to training)

Undertake residential and evening work as appropriate in order to further enhance learning opportunities for parents, carers, young people and children and consolidate work done with these groups.

Ensure that parents/carers can access opportunities to undertake facilitator training. 

Ensure that parents, carers, teachers and members of the partnership group established to oversee the project have opportunities to participate in joint initiatives aimed at increased co-operation, capacity building and further development of the work.

Ensure that a range of facilities including a ‘Parents Room’ and crèche facilities are established in the school in order to ensure parents can access ‘drop-in’ support and attend courses. 

Develop a parent’s resource point in the school to include a range of materials reflecting the different facets of support and programming aimed at supporting parents and their children and which could be used by parents at home.

Administration/Finance:

Be responsible for all administrative matters pertaining to the project.

Keep records relating to all aspects of the project.

Produce monthly reports.

Applicants will be required to under take any other duties that may be relevant to the post.

Applicants will be required to undertake any other duties that may be relevant to the post.

Personnel Specifications:

Applicants must at the closing date of receipt of the application;

Be a qualified teacher; social worker; education welfare officer; accredited counsellor/psychotherapist; Youth/Community worker

Have a minimum of 5 years experience of working within a community setting and with children/young people and families

Have a thorough knowledge and understanding of current initiatives and practices in schools.

Experience of multi-disciplinary/multi agency working.

Have experience of designing and delivering training to teachers/other adult groups.

Hold a current driving licence and have access to a car for business purposes.

Knowledge and Skills

Applicants must:

Have a good knowledge of children’s development.

Have a good understanding of local community issues.

Be committed to working in partnership with others.

Be experienced in the designing and delivering ‘needs led’ programmes to a range of groups.

Have an understanding of current legislation pertaining to the education sector, parents, carers and children/young people.

Be committed to working in a way that is respectful of the rights of parents, careers and children/young people.

Be able to advocate on behalf of parents, carers and children/young people

Have good interpersonal and organisational skills.

Be able to work as part of a team.

Be a competent communicator, written and oral.

Have group work skills.

Have an understanding of the issues affecting parents and being raised by parents.

Be able to demonstrate creative working practice.

Have an understanding and experience of dealing with child protection procedures.

Be ICT Literate. 

Conditions of Service;

The person appointed will be employed under Curriculum Support Service.  The person appointed will be based in the Holy Family Primary School.  The duties of the post will extend beyond normal office hours and will include residential/weekend and evening work.  The Officer will be expected to devote such time to his/her duties as is required by the exigencies of the post and may not undertake any other paid employment without prior permission of the board.  A system for calculating toil will be in operation.
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