
KILLINGHALL PRIMARY SCHOOL
Outline Job Description

	Post Title:
	Extended schools & parental Education worker

	Post Ref:
	PIO

	Grade:
	so1, SCP 23 - 25


Generic Introduction:

The following information is furnished to assist staff joining the School to understand and appreciate the work content of their post and the role they are to play in the organisation.  The following points should be noted:

1. Whilst every endeavour has been made to outline the main duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job profile.
2. Employees should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed.

3. Killinghall is an Equal Opportunities Employer and requires its employees to comply with all current equality policies both in terms of equal opportunity for employment and access to the Council Services.
4. The Council is committed, where possible, to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.
Prime Objectives of the Post:

Responsible to the Headteacher from whom they will receive formal supervision and who will allocate work when necessary.  However, much of the work is self-generating, and the post holder will be expected to work within established procedures and guidelines and to prioritise day-to-day work, dealing with exceptional or complex queries to senior members of staff.  In the absence of the Headteacher would be expected deputise, allocating work/tasks to other support team members to ensure continuation of essential services, making day to day decisions regarding the organisation of work loads.

To provide prompt and effective information, advice and access to services provided by the School to parents/carers, governors, community groups, members of the public and other agencies, dealing with requests for help and intervention, seeking guidance from and working in conjunction with senior/qualified professional staff on more complex requests. Undertaking and promoting the School to public and external agencies.
Encourage and influence the development of new learning opportunities through formal and informal classes as well as individual mentoring. Helping potential learners to break down barriers to learning.

To co-ordinate a team of staff to deliver half term activities that stimulate and provide fun educational experiences for children. Arranging resources, registering children, health and safety risk assessment and budgeting costs.
Arrange affordable outings for vulnerable families, arranging transport, risk assessments, registering families and budget costs.
To support individual children in families through liaison with our school’s social worker.
To support and develop parents as co-educators of their children
To support and provide parent/carers in life-long learning opportunities at Killinghall Primary School or beyond.

May from time to time be required to undertake other duties commensurate with the grade and level of responsibility defined in this job description.

Knowledge and Skills: 
(See Personnel Specification)
Effort Demands:
· Will work under own initiative with limited supervision, working to the priorities set by the Headteacher. 
· To supervise the running of groups and training opportunities for parents/carers during school time and beyond the school day.
· To contribute to the overall ethos/work/aims of the school.
· Will make complex decisions regarding individual visitors/callers in terms of the advice and information provided, liaising with other staff within the school and assessing the level of urgency.
· Day to day decisions regarding the organisation of the working area/workload and school priorities; assisting with the planning and development of the support services.
· To participate in in-school training and other training programmes as required, and maintain personal and professional development in order to meet the changing demands of the post.
· Will appreciate and support the role of other professionals.
Responsibilities:

ORGANISATION
· To work with parents/carers to support their engagement in their child’s learning in a school context where presenting needs are below the thresholds that trigger the involvement of specialist services and/or other agencies.

· To initiate and identify with parents/carers the reasons for their child’s non-attendance and/or lateness, and work with them through positive telephone calls and/or contact to achieve regular attendance and reduce exclusion.

· To give complex advice and guidance as appropriate, making decisions regarding individual visitors/callers in terms of the advice and information provided and making judgements within established procedures and guidelines.
· Responsible to the running of groups and training opportunities for parent/carers and their children in out of school hours.

· To deliver accredited Parenting Programmes, individually or in a group setting, arrange for end of programme evaluations to be forwarded to the Bradford Council parenting Coordinator where appropriate.

· Where required, transition parents to online social media platforms, zoom/skype/WhatsApp groups, creating opportunities for parents to access classes online.
· Dealing with routine and less routine enquires. Verifying/authorising action where applicable, liaising with senior members of staff on more complex issues if necessary.
· Responsible for the planning, review and organisation of support service systems, procedures and policies; participating in specialist groups to contribute to the resolution of issues, assisting in the development of new and complex procedures and addressing new issues or operational methods whilst supporting work on one off projects.
· Management and supervision of students on work experience, trainees and voluntary helpers including regular team meetings.

· Training new and existing members of staff
· Undertake reception duties, answering complex telephone and face to face enquiries and signing in visitors if required.
· Assisting with arrangements for visits by school nurse, photographer etc.

ADMINISTRATION

· Create and maintain manual/electronic filing and information systems, including those of outside agencies e.g. DfE
DECISION MAKING

· Co-ordinate along with other staff the drawing up of an action plan for Parental Involvement.
· Monitor, adapt and develop this overtime to ensure good value for money and continuously high impact.
RESOURCES

· Responsible for the organisation of resources required for courses and support work with parents.
· Operate office equipment e.g. photocopier, computer.
· To be responsible for the display in the ‘Brighter Future Adult Learning Centre’ at Killinghall Primary School.
· To be responsible for the personnel and programme delivery in school and sign post parents to external providers where necessary.

· Take a lead role on matters relating to the Brighter Future Adult Learning budget, including planning, monitoring, managing expenditure and evaluating.
· Maintaining stock and supplies relating to the Brighter Future Adult Learning.
· Take a lead role in procurement in accordance with the school procurement policies and procedures and secure sponsorship/funding for Brighter Future Adult Learning.
OTHER

· Use good common sense and exercise considerable initiative in all matters relating to the conduct and behaviour of individuals, groups and whole classes; the correct use and care of materials by individual and small groups, the safety, mobility (if required) and hygiene and wellbeing of visitors and parents/carers.
· Recognise own strengths and areas of expertise and use these to advise and support others.
· To complete training to become a dedicated safeguarding lead and first aider.

· Source funding to deliver community-based projects, that help to bring the community together and build better lives.

· Take a lead role in one off projects.
· Manage and implement a variety of half term ‘holiday clubs’ and trips for families. 
· Assist with marketing and promotion of the school, developing constructive relationships and communicate with other agencies and professionals.
· Preparing refreshments and clearing away.
· Receiving and escorting visitors around the school.
· To be responsible for reporting building maintenance in accordance with health and safety requirements; taking a lead in health and safety management working collaboratively with the caretaker/site supervisor.
· To explain and interpret the curriculum to parents/carers, develop their understanding of learning through play and make links between play and learning.

· To develop resources to enable parents to support their children’s learning at home, ensuring new parents understand the expectations of the school.

· To promote family learning, engaging parents as co-educators of their own children by providing workshops throughout the year.

· To develop links with less confident parents and organise and encourage all parents to participate in information meetings and support groups.

· To encourage parents to become involved in the Governing Body and support those in doing so where appropriate.

· To inform and support parents in their participating in training/coursed and community development activities.

· To facilitate school-based drop-in sessions for other services e.g. Health etc.

· To maintain accurate and up to date records and assist the Headteacher in the monitoring and evaluating of outcomes and effectiveness of use of Pupil Premium and this area of work in school.

· To attend staff meetings and participate in training courses and other professional development initiatives, as agreed with the Headteacher.

· To liaise with staff on parental involvement initiatives and issues, providing translation where needed.

· To liaise with primary schools, the LAP, BPIP and LA on parental involvement initiatives and issues.
· Seek out and use areas of good proactive and expertise to ensure we keep up to date with local and national initiative and research.

· Plan, organise and lead holiday initiatives to develop a richer understanding of the world and improve continuity of learning.
· To co-ordinate and evaluate the effectiveness of ‘Family Homework Projects’ across the school.

· Contribute to the website and other school publications.

· To support, uphold and contribute to the development of Killinghall’s equal rights policies and practices in respect of both employment issues and the delivery of services to the community.

· May from time to time be required to undertake other duties commensurate with the grade and level of responsibility defined on this job description.  To monitor these duties and bring back to annual review.
environmental demands/Working Conditions:
· Available to work during school hours during term time and work in the school holidays as required to coordinate holiday clubs and family outings. 
· Shows a willingness to be flexible as may be required to attend staff meetings/training sessions outside of usual hours. 

· Will have contact with members of the public/other professionals e.g. teaching staff, governors, parents/carers, community groups, local education authority, external providers etc.
· The post holder may occasionally be subjected to antisocial behaviour from members of the public/parents/site users
· Report all concerns to an appropriate person 

Special Conditions of Service:

· No contra-indications in personal background or criminal record indicating unsuitability to work with children/young people/vulnerable clients/finance (An enhanced DBS check is required)
Other considerations
· To be aware of and comply with policies and procedures relating to child protection; being vigilant for signs that children may be being abused and to report any such suspicions to the school’s nominated Child Protection Co-ordinator or the Headteacher.
· To act in accordance with Data Protection Act principles and maintain confidentiality at all times e.g. access to staff/student/parent and carers files.
· Accept and commit to the principles underlying the Schools Equal Rights policies and practices.

· Be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act.

· Must be legally entitled to work in the UK.
PERSONNEL SPECIFICATION:

	
	ESSENTIAL (E) / DESIRABLE (D)

	Experience:
	· Recent experience of working with parents and children, assisting in their development. E

· Experience of working as part of a team. E

· Recent and appropriate experience of enabling families/carers to access support agencies. D

· Experience of organising activities. E
· Experience of promoting events. D

· Provide evidence of having previously spoken fluently to customers at an Intermediate Threshold Level. D

	Qualifications/

Training:
	· NVQ Level 3 in a relevant discipline or equivalent qualification or experience. E
· GCSE English and Maths or equivalent qualification or experience. D
· Qualifications relating to the post, eg Health, children, practical skills, first aid. D

	Knowledge/ Skills:
	· An understanding of the principles of supporting parents and in particular, barriers to learning or participation in events. E

· Knowledge and understanding of the needs of young children and their families. E

· An understanding of the range of support services/providers available for parents/children. E

· Good oral and written communication skills. E
· Knowledge of Health and Safety requirements. D
· Knowledge of local area and facilities available to families D

· Understanding of relevant policies/codes of practice and awareness of relevant legislation. E

· General understanding of national/foundation stage curriculum and other basic learning programmes/strategies. D

· Understanding of child development and learning. D

· General understanding of national/foundation stage curriculum and other basic learning programmes/strategies. D

· Effective use of ICT packages. D

· Ability to speak Urdu, Punjabi. D

· Good literacy/numeracy skills. E

· Ability to use relevant technology. D

· Ability to use ICT effectively. E

· Ability to use relevant equipment/resources.D

· Good keyboard/computer skills. E
· Good organisational skills. E



OFFICE USE ONLY:

	Compiled by:
	Claire Spencer

	Date of Issue:
	14/04/2026


Signed ………………………………………… Employee

Date …………………………………………….

Signed ………………………………………… Headteacher

Date …………………………………………….

Signed ………………………………………… Chair of Governors

Date …………………………………………….
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