
 

POST: FAMILY LIAISON OFFICER. 

SCALE: 

HOURS OF WORK: 37 hours per week for 39 weeks per annum (1443 hours per 

annum) term time including non-pupil days. 

RESPONSIBLE TO: DEPUTY HEADTEACHER BEHAVIOUR, ATTENDANCE AND 

SAFEGUARDING. 

JOB DESCRIPTION 

Job purpose including main duties and responsibilities: 

The primary function of the role will be to work and build trust with students;focus on preventative 

and early intervention work with students who are: 

 • who are at risk of becoming non-attenders, 

 • who are already persistent non-attenders 

 disengaged with education 

in order to support them to engage with the academy and education.  

The Family Liaison Officer will focus their work on preventative and early intervention activities, 

assist in tacklingtackle underachievement by working with families, children in school and teachers 

to enable all children to have full access to educational opportunities and help them overcome 

barriers to learning. 

The post involves the provision of contact, information, advice, guidance, support and 

encouragement as required, to parents, students and other agencies as appropriate. The post-holder 

will require transport, as a significant feature of the job involves making home visits to follow up on 

extended and/or unauthorised absence as well as other school concerns. 

This role requires the ability to fulfil all spoken and written aspects of the role with confidence and 

fluency in English. 

Main duties and responsibilities: 

 Identify those at risk of becoming non-attenders or persistent non-attenders and build 

trusted relationships. This will include liaison with other schools at transition points. 

 Support parents of children with early signs of social, emotional, health or behavioural issues 

and work with them, school staff and other support agencies to prevent potential barriers to 

learning or school attendance. 

 Work in collaboration to develop a re-integration plan. 

 Hold stakeholders to account – parents, students and school staff. 

 Use of ‘emotional scaling’ or ‘anxiety mapping’ to draw out triggers and issues that students 

experience. 
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 Extensive liaison with others both internal and external to the academy. 

 Take a holistic approach to education and reflect the importance of emotional well-being as 

central to the developmental and mental health needs of all children in their daily practice. 

 Work with families to develop parenting skills and promote children’s well-being, emotional 

and social development. 

 Challenge where poor routines exist and enable/facilitate routine and structure to be 

embedded. 

 Provide information about local services to parents/carers. 

 Liaise closely with partner agencies. 

 Improve attendance by working with parents, the academy and the Dorset County Inclusion 

service as necessary. 

 Support the development of positive learning strategies such as helping students plan and 

prepare for the academy day, assisting with home learning and encouraging attendance at 

extra-curricular activities and thus overcome barriers to learning. 

 Provide concise and accurate written reports to a range of agencies as required. 

 Maintain accurate and concise case records, including referral processes and ensuring the 

requirements of data protection are met. 

 Produce evaluation information. 

 Participate in training events as required. 

 Liaise with teachers, SENDCO, Designated Safeguarding Leads, Inclusion and behaviour team 

and any other relevant person regarding students. 

 Provide pastoral support and establish good relationships with students, acting as a role 

model and setting high expectations. 

 Share with the Designated Safeguarding Leads any safeguarding/child protection concerns 

and maintain confidentiality. 

 Carry out weekly analysis of attendance data with particular reference to disadvantaged 

children and work with families and teachers to overcome any barriers to learning. 

 Use a plan, do, review approach with weekly reviews of progress. 

 Track persistent absence and work in partnership with the pastoral team to signpost families 

to additional support. 

 Carry out home visits where appropriate to support parents in encouraging their children to 

maintain full and regular attendance and punctuality. 

 Escort poor attendees into school. 

 To work with individual children or small groups for the purpose of nurture work. 

 Attend scheduled relevant pastoral, attendance panel, Child Protection and TAF meetings as 

required. 

 Deliver work for students absent due to longer-term illness or suspension. 

 Acquire and maintain a working knowledge of the statutory framework relating to school 

attendance, child employment, child protection and SEND in order to be able to offer 

informed advice to parents, academy staff, governors and others. 

 Develop an attendance/welfare support page on the school website. 

 Work alongside the Primary schools in the Trust and other feeder schools at the Year 6/ Year 

7 transition point to ensure success 

General. 

The post-holder will support the work of the academy by being aware of and complying with policies 

and procedures relating to child protection/safeguarding, health and safety, confidentiality, staff 



conduct, use of technology and data protection, and will report all concerns to an appropriate 

person. The post-holder will be aware of GDPR and what this means for requests to share data. 

The post-holder will be aware of supporting difference and will ensure that all students have equal 

access to opportunities to learn and develop. The post-holder should contribute to the overall 

ethos/work/aims of the academy and promote the academy at all times. The post-holder must 

recognise the authority of the school leadership team and support them in delivering their 

responsibilities by complying with all reasonable instructions, requests and decisions. 

The Sir John Colfox Academy and Minerva Learning Trust is committed to safeguarding and 

promoting the welfare of children. All staff employed at our academy must be dedicated to securing 

the health, safety and well-being of children. All staff will be subject to DBS checks. 

Any requirement to work additional hours or to take TOIL must be authorised in advance by the line 

manager. 

It is expected that the post-holder will engage with and participate in any training, Continued 

Professional Development (CPD) and the academy appraisal process as required in order to maintain 

the skills and confidence to meet the requirements of the role. 

This document outlines the duties for the time being to indicate the level of responsibility. It is not a 

comprehensive or exclusive list and the duties may vary from time to time which do not change the 

general character of the job or the level of responsibility entailed. 

 

 

 

 

 

 

 

 


