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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  PEP Coordinator

	POST NUMBER:  

	REPORTS TO (Job Title):  


	Virtual School Headteacher

	DEPARTMENT: Virtual School and Inclusion Services, People Directorate
	GRADE: 8

	JE REF:
	0133
	PANEL DATE:
	21/09/2021

	1.
	MAIN PURPOSE OF JOB 

The post holder will support the Virtual Headteacher to raise attainment of Children in Care and close the gap in attainment, between City of York’s Children in Care and their peers educated both in York and out of the authority.
Job specific notes: 

· A Disclosure and Barring Service records check (DBS) at an enhanced level is required.

· Willingness to travel out of authority.

· Willingness to undertake additional training programmes as deemed necessary and appropriate.
· Willingness to maintain up-to-date knowledge of relevant education issues/developments and matters related to looked-after-children.


	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:



	
	i
	To be line managed by and work with the Virtual Headteacher in contributing towards raised attainment for this group of vulnerable learners.

	
	ii
	To support the Virtual Headteacher to:

· ensure that each child/young person in care has an appropriate educational offer, that there is no delay in accessing their education, and is educated in a good or outstanding setting, irrespective of whether the child is placed in York or out of the authority. 

· ensure that each child/young person in care accesses an educational setting appropriate to their needs, and has access to appropriate and high quality education at any residential placement.

· ensure that schools have aspirational targets for children in care, and are providing appropriate support to help ensure that they are achieving on a par with their non-looked after peers

· increase the number of children in care who successfully progress to Further Education

· ensure that Personal Education Plans for children in care are timely, appropriate and useful to ensure that each young person makes at least good progress in education.


	
	iii
	To challenge Designated Teachers and senior leaders of educational settings (through constructive partnership working) to deliver the highest quality provision so that every child/young person in care thrives and flourishes.

	
	iv
	To support the Virtual Headteacher in monitoring the attendance of children in care, and to work in partnership with educational settings, Social Workers, Independent Reviewing Officers, Carers and residential settings to ensure that where there are attendance issues support is commissioned for young people from the appropriate agencies.

	
	v
	To co-ordinate the Welfare Call ePEP (electronc Personal Education Plan) system and where appropriate attend termly Personal Education Plan meetings or additional meetings of professionals. 

	
	vi
	To ensure high quality Personal Education Plans (PEP) are completed termly; that they have high expectations of and for children and young people in care. Through these and with constructive partnership working, hold to account the professionals responsible for delivering the actions described in the plan. Work with providers to ensure that access to high quality and aspirational information advice and guidance is identified and actioned through the PEP.

	
	vii
	To work in partnership with wider agencies to champion high aspirations for children and young people in care and contribute to and deliver training and networks for social workers, designated teachers, carers and other professionals with a responsibility for Looked After Children and Care Leavers.

	
	viii
	To recommend brokerage or commissioning of services where appropriate for individual children/young people in care, maintaining records and reports as required, including reports for elected members, corporate parenting panel and directors if required. 

	
	ix
	To undertake project management of specific intervention projects in discussion and with the agreement of the Virtual Headteacher.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

Number of staff reporting to jobholder and nature of supervision 

eg full line management responsibility or day to day supervision of work 

Direct:     0                         Indirect:  0


	4.
	CREATIVITY & INNOVATION

· Innovation and creativity is essential on a day to day basis to allow the job holder to provide responsive and effective service that is personally focused on the needs and circumstances of children and young people. 
· The ability to demonstrate initiative and reflective practice is crucial in the planning, facilitation, reviewing and evaluation of child and young people interventions The Job Holder needs to be able to respond sensitively to the individuals they work with and unforeseen/unexpected situations and complexities that might occur. 
· The Job Holder will need to demonstrate effective communication and interpersonal skills in order to advocate on behalf of children and young people with other agencies – while acting (within safeguarding parameters) in the best interests of the child / young person and their family/carers.  
· The Job Holder will be involved in developing new ideas and adapting or improving policy, practice and procedure. 
· A high level of creativity and innovation is essential to co-produce bespoke personalised support plans to deliver positive outcomes for children and young people. 


	5.
	CONTACTS & RELATIONSHIPS

The PEP Coordinator will: 
· Liaise with other professionals and agencies to ensure children and young people receive appropriate and timely interventions.  For example: teachers, school leaders, social workers, foster carers, care home staff.  This will require the ability to support others to be more effective in brokering support for children and young people
· Promote effective partnership working with multi-agency and multi-disciplinary colleagues, being mindful of and familiar with the differing reporting accountability and governance arrangements within these agencies. 
· Network effectively with community and school-based staff to support the educational attendance and progress of children and young people.
· Ensures that protocols and policies are established, developed and maintained, both internally and externally with partner agencies.
· Promote a collaborative flexible and creative approach to problem-solving.
· Participate in performance review/PDR with VSH.
· Attend and participate in VSH operational meetings, operational working group and relevant multidisciplinary/multi-agency planning meetings. 


	 6.


	DECISIONS – discretion & consequences

Discretion:

· Is responsible for making decisions that ensure personal education plans delivered by settings, schools and colleges meet the statutory requirements of the Care Act through the quality assurance guidelines

· Actively challenge designated teachers and social workers in order to improve personal education plans and raise aspirations for children in care

· To work with line manager on the level of support offered to each organisation based on a sound knowledge of the individual circumstances of the children in care on roll.

· By giving effective advice to facilitate the development of high quality inclusive provision.

· Actively promote good Corporate Parenting in line with Council strategy 

Consequences

· Improved quality of provision for children in care across the city and beyond which is reflected in higher attainment and progress for this cohort of learners

· Poor decision making will mean failure of delivery of high quality personal education plans for children in care leading to poor outcomes for this vulnerable cohort. This will impact on the Corporate Strategy including the Children and Young Peoples Plan and mean that the Council’s commitment to children in care will not be met.


	7.
	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment.)

Description

Laptop

Mobile Phone



	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands

· The Job Holders work is subject to pressure and he/she has to deal with conflicting demands, changing deadlines and statutory requirements.
· The Job Holder needs to be able to respond to unexpected or emergency situations.
· Must be able to respond to frequent changes in type or level of the needs presented by service users experiencing challenging circumstances.
· Regular use of technological devices including ICT devices, sometimes for lengthy periods.
· Must be able to engage with the wider work of the virtual school in terms of PEPs, attendance and progress.
Working conditions
· Partially office based, on a flexible basis. Potential for staff to work periodically from home if service delivery permits. This will be supported in line with CYC procedures
· All work carried out whether it be within a work setting, the community or in schools could potentially be unpredictable, challenging and stressful.
Physical demands
· This post requires normal physical effort, but there will be times in the course of some duties where a greater degree of physical effort is required, for example, light lifting of equipment and materials and potentially long periods of standing when delivering training. 
· Must be able to travel across and outside of the city, between various working locations, on a daily basis.
· Must be able to accept that in exceptional circumstances a planned finish time for a day may be affected by changes in a presenting situation, which may need an urgent response.
Work context
· This post involves working with high risk and vulnerable children, young people and their families/carers and some of this work may involve dealing with challenging behaviour. The work could involve direct contact with children, young people and parents, some of whom may have complex needs/mental health issues. Risk Assessments/Health and Safety Procedures will need to be undertaken where appropriate.
· There must be flexibility to work irregular hours, to meet the needs of children, young people and their families, and schools/settings, including evenings and occasional weekends.


	9.


	KNOWLEDGE & SKILLS.
Qualifications and Experience

· Appropriate education and qualifications - GCSE Grade 5 English and maths. A Levels or equivalent.  Qualified Teacher Status is desirable but not essential as long as the other essential criteria for the post are met enabling the post holder to effectively support and challenge schools and quality assure Personal Education Plans. 
· Knowledge of the education journey of a child from birth to age 18 and the key milestones children and young people are expected to achieve

· Willingness and ability to engage with Continuing Professional Development 
· Excellent detailed knowledge of the needs of looked after children with regard to educational attainments and progress and potential barriers to learning
· Knowledge of the workings of children’s social care in relation to the statutory elements of the Children Act 1989 as amended by the Children and Families Act 2014 and the Children and Social Work Act 2017
· Experience of working closely with a range of partners to establish effective relationships between education settings and LA
The Post Holder will need to demonstrate the following skills:

· Ability to work co-operatively both within the directorate and multi-agency

· Excellent time management 

· Excellent organisational skills

· An ability to work well as part of a team or teams 

· Ability to work to deadlines

· Ability to work collaboratively and cooperatively 

· Excellent communication skills both oral and written including use of ICT

· Excellent  interpersonal skills
Ability to converse and provide advice and guidance to members of the public, in spoken English, to Common European Framework of Reference for Languages (CEFR) - level C1 - Effective operational proficiency or advanced - Can express themselves fluently and spontaneously, almost effortlessly. Only a conceptually difficult subject can hinder a natural, smooth flow of language
This post requires the post holder to undertake an enhanced – child workforce (with barred list check) criminal record check via the Disclosure and Barring Service.



	10.
	Position of Job in Organisation Structure
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Job reports to: Virtual School Headteacher





Other jobs at this level; Virtual School Wellbeing Worker
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