Family Support Officer - Job Description
 
The Family Support Officer plays a key role in supporting young people, families, schools and partner agencies throughout the referral, admissions and onboarding journey. The Family Support is responsible for ensuring referrals are managed efficiently, learner records are accurate and compliant, and families receive a welcoming, professional and supportive experience from initial enquiry through to placement.

1. Referrals & Admissions
· Process and manage referrals for young people accessing the provision. 
· Review referrals to ensure they meet agreed placement criteria and commissioning requirements. 
· Coordinate the admissions and onboarding process, ensuring a smooth transition into the provision. 
· Liaise with the Senior Leadership Team to support placement decisions. 
· Collaborate with CAP teams, schools, local authorities and other professionals to ensure appropriate placements. 
· Complete consultation responses and referral documentation. 
· Coordinate site visits, tours and introductory meetings for prospective learners and professionals. 
· Visit families as part of the admissions and transition process where appropriate. 
· Create learner profiles and complete all admission paperwork. 
· Work in line with agreed placement frameworks, ensuring all referrals meet required criteria 
2. Family & Stakeholder Engagement
· Act as a key point of contact for parents/carers, schools, commissioners and partner agencies. 
· Respond promptly and professionally to telephone and email enquiries. 
· Build and maintain positive working relationships with schools, local authorities, commissioners and referral partners to support a steady flow of referrals
· Support families throughout the referral, admissions and onboarding journey. 
· Provide continued support to families after onboarding is complete
· Produce and distribute newsletters and other communications to families and stakeholders. 
· Work with young people, families and professionals to secure funding to plan additional sessions where required.
3. Learner Administration & Record Keeping
· Maintain accurate, confidential and up-to-date learner records in accordance with safeguarding, GDPR and organisational requirements. 
· Monitor and update learner attendance records. 
· Ensure all learner documentation is completed accurately and within required timescales. 
· Keep referral, admissions and commissioning systems up to date. 
· Maintain evidence me and records in line with local authority and organisational frameworks. 
4. Compliance & Quality Assurance
· Ensure referral and learner records comply with safeguarding, GDPR and organisational policies. 
· Communicate safeguarding concerns to the relevant people 
· Keep up to date with local authority referral processes and placement frameworks. 
· Support audits and quality assurance processes relating to learner records and admissions. 
· Maintain confidentiality when handling sensitive information. 
5. Partnership Working
· Develop strong working relationships with schools, local authorities, commissioners and external agencies. 
· Work collaboratively with internal staff to ensure successful learner transitions. 
· Attend multi-agency meetings where required. 
· Promote the services provided by Chill'd CIC and support the development of referral pathways. 
· Attend EHCP reviews
6. Administration
· Provide administrative support.
· Maintain electronic and paper filing systems. 
· Schedule meetings and appointments relating to admissions and onboarding. 
· Prepare reports and documentation as required. 
· Support general office administration to ensure the smooth day-to-day running of the organisation. 
7. General Responsibilities
· Work in accordance with Chill'd CIC's policies and procedures, including Safeguarding, Health & Safety, Equality & Diversity, GDPR and Confidentiality. 
· Participate in supervision, training and professional development. 
· Represent Chill'd CIC professionally at all times. 
· Work collaboratively with colleagues to support the organisation's vision and values. 
· Undertake any other duties that are commensurate with the level of the post and reasonably requested by the Senior Leadership Team.
















